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210,0

. W 210.0 SCOFE OF COLLECTION

211,.0

Approve

Gategories of individuals

In order to carry out its responsibilities the Division
attempts to procure as complete Information as possible
on the following categories of individuals;

The sovereign or other head of state, members of his
famlly, leading executive assistants and privy coun-
cilors,

Cablnet members, heads of ministries and significant
officlals of other government agencies; with respect
to the Foreign Office, those persons occupying posie
tions equivalent to the Under Secretary, the Assistant
secretaries and the directors of offices, particularly
those in charge of United States affairs,

Provincial or prefectural governors, influential of-
ficials and mayors of important cities,

Justices of higher courts,

Presiding officers, heads of commlittees and important
members of legislative bodies,

All diplomatic and consular officers,

Colonia . service officers, especially governors and
heads of departments,

Top ranking military and naval of ficers, especially
diplometic attaches, '

Delegates to international conferences, or prohable
designeeas, '

Leacders and prominent members of political,parties,
movements and groups, including wnofficial opposition
groups, whether operating against the local government
or that of another country,

Leaders of and representatives o international organi-
zatlons; principal membera of international commissions .,

Leaders and prominent members of labor organizations
and soclo-economic movements,

Newspaper, radio and motion plcture editors, owners or
overators,
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International figures and figures of leading national
influence in the field of finance, commerce, industry,
education, religion, law and nmedicine.

Persons of potential importance in any of the foregoing

categories,

212,0 Type of informat{ion

212,1 Surname

Given Nameg
Aliaces or variants
Nationallty

Title

Pregent position and date appointed

212.2 Careey:

212,.3 Pemma‘lz

212 o4 Remarks:

Date and place of birth; race and
religion; immediate famlly, antecedents,
including relatives in public life and
abroad; eduwatlion, including degrees;
facility in languagess positions he ld,
with dates and circumstances; business
affiliations; labor affiliations; memberw—
ship in prefessional or social societies
and clubs; political and party affilie
ations; honorsy civil or criminal records;
service and travel in U.So.A.

Appearance and physical charscteristics;
mannerisms ; personal habits, including
weaknesses and points of strengthg
personal idiosyncrasiesg; interests and
hobbies; sources of personal income;
points of sensitivity to be avoided in
vonversatlong polnts of suscephtibility
which may be used to win subjectis
confidence; bebavier in negotiation and
the tactics most likely to succeed with
him; intelligence (Is he well informed?);
recent photograph (glossy print preferred).,

Activities in political, national, and
international affairs; inflwence and
reputation: connection with significant
movements or developmentsg attitude to-
ward UsS.h., U.B8.5.R., and other countriesg
views on significant ilssues: ideology,
including factors and persons inflvencing
him; important or revesling statements
attributable to the subject or concerning
him; events bearing on his political and
economic phllosophy and influence; exe=
cutive and profegsional or technical

Approved For Release 2000/04/b7 2€4-RDPE1SU09%1 RUG01 0003000+-80 0

sffectiveness,



Approved For Release 2000/08/07 : CIA-RDP81S00991R000100030001-9
213,0

213,0 Kinds of documents

213,1 State Department = Despatches, Alrgrams, Tele-
grams or HReports,

Despatches which require BI action together with
their enclosures,

All coples of reports bearing the title "Blo=
graphic Data" regardless of form in which re-
ceived, together with any covering despatch
and/or enclosures. #

All source materlals requested by BI together
with covering despatch or transmittal memo,

All material contalning specified types of in=-
formatlon originating in the Department or
Forelgn Service, 1.8, memoranda of conversa-
tion, informal notes, reports, VD material, UNA,
USUN, UN documents,

213.2 Other Agencies - CIA, Army, Navy, Air.Forceg, FBI
moterial contalning specified types of informa-
- - tion, i.8. MA and NA reports, Weekas, FBIB, CIA
reports, Alrgrams, Telegrams, reports or inter=-
views and interrogations,

213,3 Published Materials - Newspapers, perlodlcals,
reports, pbulletins, diplomatic lists, govern=-
ment directories, telephone books, Who's Who
publications, organizatlonal charts or listings.

213,4 International organizations - International con=-
Terence documents, 1lstings issued by conference
secretariats, bulletins, minutes, commlttee
reports, pubiications, announcements,

N * Retention of original copy compulsory
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220,0 COVERAGE OF INTERNATIONAL CONFERENCES

Type of informatlon desired conoérning international confer-
ences, meetings, etc.:

Official title, place and dates of beginning and oclosing of
the conference,

Countries 1lnvited to the conference and countries actually
attending the conference,

Summary of purposes for which conference was held and of ac=
complishments of the conference,

Complete membership of each delegation (with exception of US)
including all officers of each delegatlon such as delegates,
advisers, counselors, speclal and technlcal assistants, etc.
Tn the case of USSR and satellite nations, complete listings
including secretarial staff are desired, Listings lssued by
the Conference Secretariat are especially deslirable.

OQutstanding personalities at the conference with as much back=-
ground informetion as posslble about them.

Leading members of each delegation, particularly those who
appear to have a commanding influence 1n thelr delegations.

A1l indications of positions taken by and views of individual
delegates which appear %o be at varlance wlth offlclal in-
structions. Full particulars of instances where individual
delegates appear to have dlsplayed independent action and lssues
involved in these cases, '

A1l indications of individual delegate?s standing with hls home
government. Did he ever appear to disagree with his government's
position on international or domestlc lssues,

A1l indications of whether delegation always operated under
strict instructions or were permitted latitude in voting and
in formulating policy at the conference.

Appraisal of all officials at plenary sesslons and committees,
particularly chairmen, vice~chairman and rapporteur of com=
mittees, including thelr ability to control work of committees
and keep opposition in hand, effectiveness 1n keeping agenda,
ebllity to resolve procedural and voting dlsputes, etc.

All conments possible concerning delegates with special emphasils
on their language abilltiles, thelr appearance and manner, weak-
nesses and strong points, points of sensitivity which should be
aevolded in conversation, points of susceptibllity which may be
nged to win thelr confidence, attltude towards US and views on
significant issues, attitudes toward countries other than US

and to theilr proposala.

Names of delegates who could be approached by US delegatlon and
ApproveBFar Re|ea86 200070807V SCIARPPBIRT0991R000100030001-9
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230,0 COLLECTION = FOREIGN SERVICE

hd 0%1.0 Tnstructlons to the field

231,1 Instructions should be gleared with IAD if they
cover the procurement of published materials, if
they refer to material originating in CIA, or it

they transmit requests originating in CIA.

<éé51.2 OLI must be included on the routing of all out-
}Y going messages to the field (airgrams, telegrams,
;ﬁr instructions, transmittal slips) classified
"SECRETY or higher.

231,33 All oukgoling telegrams and alrgrams that are cleared
by telephone or in person and hence do not have the
initials of the clearing offlcer, mist bear the
initials of the person handling the clearance of
the message, 1.8.:2

TUNA
(Cleared by phone wilth Mre Doe)
Hodoe i

2%1.,4 The use of instructions 1s encouraged when 1t 1is
desirable to transmlt additlonal information or to
; comment about the enclosed BIOQGRAFHIC DATA REPORTS
-’ or the reports prepared in BI, L \

232,0 Commendations for biographic reporiing

232,1 This Division 1s dependent to & considerable degree
upon the reporting of foreign service offlcers in
the field, It is highly important that the efforts

Kg) of such officers do not go unrecognized, It is
very encouraging %o a person abroad when hils work
is appreclated and noticed by the home office.

32,2 The iasuance of commendaftions for firsteclass re-
porting should not be restricted to any one time,
but is @ continuing matter for the attentlon of
Branch ¢hiefs, ' .

2%2.3 TFrom time to time review the biographlc reporiing from
the posts in your respective areas and submit to
the Division Officersuggestions as to which posts
and officers should be commended for thelr bio-
graphic reporting activities., Such a suggestion
should take into account blographic information
submitted in every manner and should not be based
on Bilographic Data Reports alone. Submit sugges=—
tions in the form of a rough draft of the commending
. instruction and mention any specific points on
- which the officer should be commended as well as
s rveference %o any previous commendation, This
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240,0 COLIECTION - MEETINGS (O

procedure should be used when you evaluate an
officerts general work in the f1eld of biographic

informatlon.

If you desire to commend or comment on a specific ﬁ
despatch or report, it is recommended that the jﬁ

7

"political Report Appralsal Sheet" be used. r;X%

541,0 Meetings (procedurs)

7
5.2
53

P

241.1

Tt is important for BI fto participate in confer-

ences with individuals whose familiarity with

speclfic areas may provide informatlon pertinent

o BI objectives, and BI personnel is encouraged

to develop methods of obtaining from these confer-

ences the greatest amount of pertinent information
for Bl.

The conferences in question usually are of
two types:

(a) general conferences that usually
are arranged under ausplices oul-
s1de of BI. (Most -fregquerntly these
are conferences with F30 arranged
by OLI).

(b) BI conferences arranged by a BI
branche ™,

Experience has demons trated the importance of
attending these conferences with careful previous
preparation to obtain a definite objectlve, For
BI, the objective differs according to the type
of conference.

Experience has shown that a conference for which
preparation has been mmde beforehand produces
useful blographic information, and that a confere
ence for which no special preparation has been
made reveals a pauclty of pertinent informatlon.
Every question should have a definite objectlve,

Note=taking 1s desirable when appropriste, It is
regarded as not appropriate to take notes without
previously recelving permission of the person
being interviewed., Usually, extensive note-taking
will not be necessary in the general conference but
is desirable in the BI conference. In elther case,
before taking notes, permission should be obtained.
Usually, in the BI conferences, there will be no
objection to note-taking.
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The conspicuous use of stenographers usually 1is
distracting to the person being interviewed, This
militates against BI interests if it causes the
person being interviewed to become guarded and
1imit information., However, if there has been

no objection to note-taking, 1t often is desirable
to have a stenographer located apart from the con-
ference, taking notes in an inconsplcuous manner
that does not distract the apeaker,

often it is desirable to imvite guests from the
research divisions to slt In on BI conferences.
When inviting such guests, BI should tell them
clearly that the objective 1s %o obtialn specific
blographic data and that general discussions are
discouraged unless directly pertinent.

The above comments are transmitted to encourage
BI perscnnel consclously %o develoP e "conference
technique", remembering always to "keep on the
beam" and .make every question and remark produce
according to objectives for obtalning blographic
informationa. :

This is intended to be merely suggestive, and 1t 1s
up to each group and individuval to work out produce=
tive techniques. The most important thing is to
plan carefully beforehand and keep the conference
"on the beam" to produce what BI wants,

241,2 BI's objective in the General Conference 1s to
determine, in general, in what categoriles the
person belng interviewed probably has familiarity
and knowledge about individuals of interest to BI,
BI's approach here, principally, is "to take sound-
ings"s 1t is exploratory. Before atfending a
general conference BI representatlves should meet
as a group and prepare questions that will reveal
in answers the areas and scope of the famlliarity,
(For example, if the person being interviewed is an
economist and if his speciality 1s not generally
known, directed general questions should reveal
whether his speclality 1s trade, agriculture, bank-
ing, etc., whether he is familiar with persons in
the field, whether his acquaintances are the finan-
cial or other groups within the field, etc.). It
i3 not appropriate for BI personnel to monopolize
these conferences to pin down the person to provide
bilographic data; but direct general questions and
occagsional specific questions, will permit exploring
for BI possibilities and atill permlt general dis=
cussions for the entire group. These conferences
should be used by BI fto evaluate the possiblllity
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that a man has information of interest to BI; it
always should be assumed that BI can follow up by
inviting the man for questioning by BI alone. And
BI should follow up.

241,3 BI's objective in the BI conference is to obtain
specific bilographic information. This objective
should control the entire conference., Having
appraised a man in the General Conference, or by
personal acquaintance, the BI personnel should
prepare beforehand specific questions to be ad-
dressed to the man, Iet every question count, by
producing biographic information. As a rule, do
not ask general questions (background), and do not
let the person being interviewed wander into gener-
alities; keep the conference "on the beam" by
specific questlions for definite blographic infor-
mation,

242,0 Interviewing FSQ's

242,1 The names of these officers, most of whom are in
the Department on consultation before proceding
to another post, are received from IAD, who will
inform our Document Clerk about these offilcers,
ineluding their previous posts as well as the time
and place of the meeting which interested members
of BI can attend, After approprlate consultation
with the sections, the officer on the Intelligence
Conference desk will be informed of the names of
BI personnel who will attend these meetings.

242,2 Senior Foreign Service QOfficers - BI is normally
informed about such officers by copies of memos
drafted by the officer on the Intelligence Desk
and addressed to the Director of OLI, which sum-
marize the information avallable about the
assignments nf these officers. The Document
Clerk wili be responcible for routing these notices
immediately to the interested sections and, upon
inquiry from the officer on the Intelligence Con-
ference desk ,for enmsulting with the Branch Chiefs
to determine what members of BI will attend meetings
w%th these officers in the office of the Director
nf NOTTY.
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243,0 Interviews with returning Chiefs of Mission

243,1 Arrangements have been made for securing inter-
views with selected returning Chiefs of Misslons,
0TI will notify OIR of the availability of cer-
tasin Chlefs and OIR will then be in charge of
designating persons to attend, BI personnel
will be invited if their intelligence needs are
relevant to a particular interview, Intelli-
gence representation at such interviews should
not exeeed five; ideally four or less speclial-
igts will be present,

243,2 Tt is hoped that these interviews will give
intelligence speclalists a real opportunity
for informal bus concentrated discussion of
current and anticipated develcpments in and
concerning the country to which a given Chiefl
of Mission is aceredited, In the main, dis-
cussion should center upon matters of éirect,
concern to the current research progran Every
effort should be made to prevent interviews
reom becoming perfunctory or routine, No
interview should be requested unless there is
rlear evidence that it will be profitable to
the research personnel involved.

243,3 It should be understood that these specldl
arrangements do not in any way affect the
larger and more general meetings which are
zonducted by OLI for subordinate Toreign Ser-
vice officers or those meetings which occasion-
ally are arranged for returning Chiefs of Mis=
sion by CIA or by the R Office, Nor do they,
in any way, preclude special BI meetings with
members of the foreign service or direct contact
hetween BI and foreign service officers In whom
BT has a special interest., All analysts are en-
couraged to use their initiative in being inform-
ed about the whereaboubs partieularly of officers
who have done biographic work,
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250,0

' 250,0 COLLECTION - DEPARTMENTAL SOURCES

251.0 Division of Libraries and Reference Services (IR)

IR maintains and services the Department’is collection of
published material, provides a reference gervice, and
maintains a subject index of documents of interest to
the intelligence area of the Department.

BI analysts should niake use of IR facllitles in order to
insure maximum replies to requests for biographic infore
mation, .

251,1 IR Subject Index
251,11 Publicatlons

Publications are indexed by subject, title
and author,

251,12 Documents
Documents are indexed by subject and area,
251.,2 Reference Service

-’ A peference steff is avallable to assist in deter=-
mining facts such as dates of past conferences,
etc, The open shelves contain many reference
works, such as Who's Who volumes, of partlcular
value to BIl, :

251,3 Inter-Library Loan

This sectlon borrows materials from other llbrariles,
especlally the Library of Congress,

25l.4 LR Reading Room in the Library of Congress(IC)

A reading room in the ILibrary of Congress has been
regerved for the of ficial use of of ficers of the
Department of State.

251,41 Requests for use

All requests for the use of the IR reading
room and for the use of other IC facilltles,
such as stock permits, should be addressed
to the Chief of FSU who will make the neces-
sary arrangements with IR,
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251,42 Iocation
/:’7'7

The IR reading room is study room 55, deck
B, east side of the main building of the IC.
It is served by elevators C and F, which can
be reached from the east entrance to the
building during the day., At night, entrance
to the butiding.is possible only through the
west (main) doora, '

251,43 IR reference assistant

An IR reference assistant is in charge of

the roonm to answer requests. for information
and books and to take care of reserve material,
A telephone will be available for. incoming and
outgoing calls, code 173, extension 557,

251,5 BI requests for IR
251,51 Loan procedures

All requests for specific documents and
publications from IR or IC should be placed
through the FSU (Information Clerk) for
purposes of control,

However, the analyst should call IR directly
when it is desired to ascertain what material
on a given subject is available in IR, Specific
titles resulting from such an inquiry should

be sent from IR to the FSU which will log them
and pass them to the BI requestor,

251,52 Purchase orders

All purchase orders of publications, whether
for BI retention or loan, and subscriptions

to newspapers and periodicals must be placed
through the FSU (Information Clerk) and not

with IR directly,

252,0 IAD Representative in New York

252,1 A11 telephone reqiests tO'tQF IAD representative in
No.¥,3hould be entered on he\Q?rd rovided for this
purpose s S y 9 S~ s

R
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REQUEST FOR MR, DAVIS, IAD, N. Y.

Info, desired on: Natlionalitys
TIdentification:

Purpose of request: E -
Urgencys - Proposed classification:

Suggested contacths:

Name ¢ | . Extension:

Davis notifieds: : , ;// Material received:

/’V

A supply of these cards 1s malntalned in the

Supply Room, o a o _
262,2 Requests entered op;these cards arve to be submitted

- %0 the FSU Information Clerk, Wrltten requests

should also be channelled through the front office,

252,3 1In order to assist the IAD Representative in se-
suring Iinformatlon for BI, it is advisable, where-
ever pogsible, to state the reason why the infore -
mation is desired, If ithe reason cannot be relayed
over the telephone, submit a short memorandum which
can be transmitted to New York by courier and the
TAD Repregsentative can be advised that such a ‘
memorandum follows when the telephone request 1is
made .

It la necessary to follow this procedure in order
to reduce the number of contacts made with the IAD
Representatlve and to reduce the number of long.
distance calls; in accordance wlth the requlirements
of “the Division of Central Services, Telephone
Sectiono

ﬁ%ceptions will be made only when justifiable and
must be cleared filrst with the Chief of the FSU,

253,0 Division of Security (8v)

In general, SY is primarily responsible for the activities
of foreigners in the U.8., (occasional overlapping of BI

and SY interests is recognized In this case). B8Y's inter-
ests abroad are limited to the activities of Américans and
to foreigners whose activities concern CON divisions, BI
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253.0

SY maintains a card flle in which is recorded as re-
ported by various domestic agencies the arrival of
aliens in the U.3., Documents are checked against the
card file and the departure of aliens whose entry was
recorded 1s noted on the same card., The departure

of aliens whose entry was not recorded is not now
noted in the card file,

BI should record only that information which, from
the description contained in the document or previous
knowledge of the person in question appears to warrant
carding,

8Y provides BI with the names of any aliens whose
activities in this country warrant close observation
of their activities after their departure from the
UeSo '

254,0 Division of International Exchange of persons (IEP)

There exists in IEP considerable information concerning
Important foreign visitors to the U.S., This information
includes:

Reports from the American missions informing
the Department of the departure of important
persons to the U.S.3 '

Weekly reports submitted by the 0IC Branch
offices in New York, Miami and San Francisco,
listing important foreigners who have registered
or whose arrival has been announced in the local
press;

Information obtained from the foreign missions
in Washington, The person in charge may be
called directly for information about such
persons,

255,0 Visa Division (VD)

255.1 Requests for Visa Information

VD files should be checked if you have reason

to believe that a person has ever applied for
entry into the US, All requests to VD must be
made through the FSUj; requests of a routine
nature to the Information Clerk for reference

to the Visa Files Branch and urgent requests

to the Chief of FSU for reference to the

Chief of the Files Branch. Upon receipt of

the file, it will be logged and sent immediately
to the requestor, VD files may be kept "as long
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‘ 255.1

- as needed" but in no case should this be con-
strued as meaning more than a week, When
material has served its purpose it should be re-
turned to the FSU where it will be logged out
and returned to VD,

255.2 Information of interest to BI in VD,

Visa has numerous sources of information on
personalities which are not available to BI.
Members of VD save extra coples of such mat-
erial for BI and when extra copies are not
avallable, they keep a list of names on whom
they have information of interest to BI., This
material is picked up periodically by the Chief
of FSU, Extra copiles are sent immediately to
the analyst concerned, In the case of lists,
cards are prepared by the FSU containing sub-
jeet’s name, country and the fact that infor-
mation is avallable in VD. These cards are-.
then sent to the Bramches for filling. If
information is desired on the basls of these
e@gds, it should be requested as outlined in
255.1.

STATSPEC
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300,0 REVIEWING AED PROCESSING
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310,0

310.0 REVIEWING AND PROCESSING_ w- NON~RETENTION MATERIAL

The following should be observed in relation to non~retention
materials

310.1 All materisl must be returned through the FSU.

310.2 Action coples (Telegrems, Airgrams and Despatches ) must
be returned within 3 days of date received,

310,3 Telegrams, Army and Navy cables, with further routings
must be out of the Division within 24 hours. (These
are to be placed in the FSU box speeifically indicated
for this purpose,)

310.4 IR documents are on loan for 3 days = unless otherwise
indicated.

310,5 All other non-retention material must be returned within
two weeks unless there is justification for a longer
period of retention, in which event the analyst will

clear the matter with the FSU. {f’
STATINTL Ly v
310.6 TFor instructions on handling _ refer {,y
; ~ to Division Memorandum No, 30, July 19, 1950, classi~ ,
- fied CONFIDENTIAL, This “Memorendum is on file in the ™

Ceqﬁ;al Information File in the Division Offices g}
320,0 REVIEWING AND PROCESSING =~ SELECTION OF MATERIAL FOR FILES

320.,1 In screening and reviewing documents, we should always
ask ourselves: DOES THIS ITEM ADD TO OUR KNOWLEDGE OF
THE INDIVIDUAL? If the answer is negative, then the
information is extraneous from the BI point of view
and should neither be placed in the files nor in the
backlog,

320,2 TFolders should not be considered as a catch~all and as
a short-cut for storing information., Documents of
considerable length, but often containing only a
sentence or two of data pertinent to our work, should
not find their way into folders, thus adding unnecessary
bulk and dead weight, If the item of interest represents
merely a small percentage of the whole document, this
item should be reviewed and extracted, i.e., either
clipped and fastened to a clip sheet by means of scotch
tape or typed directly on a clip sheet or, preferably,
on an information card. Any item which is smaller than
letter-size paper should be fastened to a c¢lip sheet
: before it is inserted in the folder., Unless this is
N’ done, clippings are easily overlooked in the folder,
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) 321.4

32144 Deceased individualse Recording of date of death is
usually sufficient. It should be emphasized that our
files are intended to reflect information concerning
persons active today, BI does not have the responsibility
of maintaining historical records.

321e5 The mere fact that information pertains to an important
person does not necessarily mean that we should record
the material unless it adds to our knowledge of the
person, The following examples illustrate what BI
does not want:

Routine activities of officlals,.

"The Minister of the Interior attended the weekly
cabinet meeting and suggested that it would be more con=
venient to change the time of meetings from Wednesdays
to Thursdays." This item tells ue nothing about the man
and is therefore of no value to BIl.

"The Minigter of the Interior appointed X,Y, and Z
to vacant posts 1,2, and 3 in the Ministry." Such infor-
mation should be recorded under X,Y, and Z only and not
under the name of the Minister, unless such appointments
represent a departure from the Minister!s pattern or
routine,

Routine speeches (repetition of statements which the
individual has been making).

If Pauker says that Rumania looks to the U.S.SeR.
for guldance and support, she is merely following a
well~known course; she is making a routine statement,
The item does not cast any new light on her . and is
therefore of no value to BI after the information has
been recorded once or twice,

Unless we carry out thig policy of eliminating duplication
of information, BI runs the risk of having four or five
folders pertaining to significant individuals. Such
folders obviously contain much extransous and duplicating
material which not only does not contribute to our
knowledge but also makes it far more difficult to ex~
tract the pertinent facts,

In screening and reviewing documents, we should always
ask ourselves: DOES THIS ITEM ADD TO OUR KNOWLEDGLE OF
THE INDIVIDUAL: If the anawer is negative, then the
information 1s extraneous from the BI point of view and
should not be placed in the files,.
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322,0 Handling of Documents and Reducing Zacklog

iaterial may be placed into or removed from the Division
mail distribution boxes at any time during the working
day. However, final distribution for other branches should
be prior to 5:15 in the evening and nothing should be
placed in the boxes after that time, Final pickup of
material should be made between 5:15 and 5:30, Failure
to make the final pickup means that the material must be
removed, locked for the night and then be replaced in the
“morning, -
322,1 Branch chiefs are responsible for screening all incoming
material daily in order to identify material requiring
action; that of sufficient importance to be placed
in files at once; that which can be eliminated; and
that which must be processed and passed on immediately
to other sections .£ BI or to ~ther divisions.

322.2 Analysts should process material initially by eliminating
that of no intecrest to the area files under reference;
eliminating original documents (non-retention type) by
ordering coples or making copies or ' extracts of the
pertinent passages: (it is essential that we keep our
records clear with DC/R, LR and the Department as a
whole)s eliminating duplication of coverage.

. 322,3 After these steps have been taken, a mich smaller amount
of usable source material will remain, which is the only
type which should be added to the backlog in thesc areas
where it is necessary to maintain a backlog. The above-
mentioned procedures should largely solve the problem of
further additions to the backlog, It is obvious that the
problem of an exlsting backlog can be resolved only after
we have taken the steps nccessary to prevent further
enlargement of the backlog.

322 The following procedures apply to the processing of
gthy documents or lists which contain biographic

items_of interest to four or more branches, Typical

of such~documents are UN publications, IUS, WFDY,WFTU
releagses € ’

Such documents, ﬁibrkreceipt in BI, are routed to the
branches concerned with_instructions to check the names
or items which they desire.cardeds At that time it is
the responsibility of the aﬁﬁiygﬁ to make any corrections
in names or in the material to "&-carded and to indicate
the proper code numbers, when category cards are desired.
The actual typing of the itecms will be done by the FSU
but material marked should be kept to a miniﬁum{‘ Exem
traneous items of douvbtful value should not be included

R
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"o simply because the burden of typing does not fall
upon the branch, Documents should. be passed along

to the next branch indicated on the routing slip as
rapidly as possible. Upon the -completion of the
routing, the document is returned to the FSU for
carding in the required number of copies in accordance
with the instructions of the branches., These cards
will then be sent hack to the branches for filing,

If the system is to be effective, howsver, the analyst
mist reyiew and pass along the document as quickly as
possible and make correctlons 1@g1ble and instructions
cledr and concises

32340 Example of Extraneoung and Duplicating Itemg in BI Files

An item had been marked for incorporation in the MAtlantica'
files under the namc of "Joe 2ilch", The item stated that
Z2ilch, press spokesman for the government, had informed the
public that the government took a serious view of separatist
activities in one of the provinces (information, of course,
irrelevant because it told nothing about Zilch)e. 4 check of
the information card file revealed that there were 27 cards
on Joe Zilch, some hended correctlys ZILCH, Joe; others
incompletely: ZILCH or ZILCH, lawyer. Of these 27 cards,

- only on contained Infommation o value: date of his appointment
as pross spokesman and a brief curriculum vitae. The remaining
26 cards repeated the information that Zilch was press spokes- =7
men, each card quoting Zilch on some aspoct of the government's L
views (of no interest in connection with Zilch). A check of
the folder file revealed 1) a folder labelled ZILCH, - and
containing one item about the govermment!s views in 19443 and
2) a folder labelled ZILCH, Joe, contalning perhaps 20 more
items about the governmcnt's vicws, When all the available
informution on Zilch had been sifted, it was possible to say
onlys WZILCH, Joo == press spokesman of the Atlantica govern=-
ment; appointed September 1943; lawyer by profession; in govern~-
ment service since 1928." /48 items hed been added to the file
and ylelded only thesc bare facts, In addition, Zilch was
being carried in the filc as two different persons. It is a
safe assumption that, unless material adds to our knowledge of
the person, it will never serve a purpose in BI and therefore
does not deserve incluasion in the filos,

32440 [Ixauple of Processging Technigue

FBIS Daily Report, July 30, 1946

Rome, ANSA, Italian Press Service, in Italian Morse to Italy
and the Balkans, July 29, 1946, 6:12 peie ESTewl

&
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32440

Text

SMilaL—-The Vice Chief of Police, Dr, De Cesare, who was visiting
Milan, gave an interview to ANSA on the general situation of the
police in Italy, and the directives followed in its rcorganim
nation, He said that although the police force is not perfegt,
it is in a position to insure order end tranquility among the
citizens,

"The new uniforms will be practical and gconomical, grey-green
in color. Motorization will soon be complete, and equipment
with armaments increases steadilye )

#The new standard of equipment aims at eliminating the use of
firearms and replacing them with inmocuous but effective means
of repression, Means of communication are being steadily
modernized and an Italian patent is being studied which permits
communication between individuals.

"During the afternoon Dr. De Cesare met the heads of divisions
and services in Milan and then reviewed officers and noncoms
migsioned officers."

Given the above item, what should the analyst do with 1t?

Check the item for names.
In this instence we £ind the name of De Cesare.

Having found this name, we proceed to expract that infore
mation which tells us something about De Cesare, We
learn that he ig "Vice Chief of Police" who was visiting
Milan, As a result of this statement, we know that he

is not a Milan official but rather "Vice Chief of Italian
Police" and that the term "Vice Chief of Police™ is vague
and inadequatc. The remainder of the iten describes
routine activities of a high=ranking police official:
interview on the general situation of police in Italy,
proposed new uniforms and equipment of the police,

and meeting with police officials in Milem. We are not
interested in these activities from a biographical point
of view because they do not cast any light on the man

de Cesare; any vice chief of Italian police would, in

the conduct of his official business, engage in the same
activities and make similar statcments., BI is responsi-
ble for data concerning De Cesare but is definitely not
responsible for rccording the grey=-green color of the

new police uniforms,

Consult the information file to determine whether De
Cesare's name alrcady appears there, If so, is his given
name listed? And do we already have an cniry in our
files to the effect that De Cesare holds the position of
Vice Chief of Italian Police?
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Assuming that we do not have the information in the files
but that we do have other information about him which cn=-
ables us to determine his given name, we then set up an
information card as follows:

ITALY UNCLASSIFIED
¥ rpt July 29, 1946
CESARE, /Tuigi/ de
code
Vice Chief of Italian Police. 7 "Police"

Rome radio, ANSA, Italian Press Service, July 29,
1946 FBIS Daily Report, July 30, 1946

WJIM
August 16, 1946

#Brackets indicate that the name, although correct, did not appear
in source. The above, then is the extent of the information in
which BI is interested. On the basis of this informa tion, we
prepare a category index card as follows:

ITELY P

1

CESARE, ILuigi de

Vice Chicf of Italian Police

Oe
a/o July 29, 1946

Te

If the exact date of the above appointment is
determined later, that date should be entered

following a. ("appointed").

330,0 REVIEWING AND PROCESSING - TYPES OF FILIS

331,0 Information File consists of two parts, a 4 x 6 card file and
a legal-size folder (dossier) file, Each of these files is
kept in alphabetical order by name, with the most recent infor=
mation on an individual first in his file., 4 scparate infor=
file exists for cach nationality groupe The file in which
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information sbout a person is kept is detormined by the-
personts citizenship rather than by his locations Certain
cxceptions to that basic rule have becn recognized, howevor,
in the handling of Stateless Persons (33443°) end such
persons whose citizenship is overshadoved in practice by
their aétivities in or on beohalf of another country,

In the latter instance it is sometimes reasonable to kecp
ipfornation in the file of the country in which they are
active and from vhich, presumebly, most source naterial
would come. The decision, however, must lio with the Dranch
Chief in charge of the country of the individusls last
known citizenship o Whother or not the Branch Chief
aprroves & trensfer of material, cross reference cards
should be placed in the files of all countries involved and
all source material should be promptly forwarded to the
Branch in cherge of the individual's files At al tinesy
analysts should be cereful to check carefully with all
Branches vhich migh' possibly have a file before setting
up a new file on & person of dubious or possible dual -
nationality. Information of a brief, factual nature is
usually placed on cards, vhile retention documents and
longor items find their place in the folderss

331.1 Card I'ile. Consists of the following typos of cards?

331eil Infornation Cards.
331,12 Indicator cards.

Bluc cards rcferring to the nemes in the folder
filey The irsertion of the indiceztor card in
the cord file means that the card {ilc providos
a complete list of all names on record for o
given nationality groups

331413 Cross=refercnce: cards.

Indicate that the information on one individunl
4s f1lcd under the name of anothore

331414 Cross-index cards
Indicato variations in the name of an individual

or that the information about a person is, for
gorc roason, kept in another nationality filee

331,2 . Folder file,. Legalwsize folders for documentse

2e0

Deceagsed Filoe - Consists of cards and folders withdrawn from the

Tnformation File upon a person's dcithe - The cards are filed in

a "deceased" smection at the end of the card file, the folders .

in a "decessed" section at the end of the Folder file, Ono card

mist remain in the Information File, however, indicating the

pergonts death and the location of his cards in the "deceased"
cockltre ——
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333,0 Category File (Category Index). Consists of a 4 x 6 card
file kept in conjunction with each nationality information
file to control information by position, oecupation, and
affiliation. Tho basic sub-divisions of the Category Index
are sufficiently general to permit their adaptations in all
arcas of the Division.

33440 Miscellaneous Files

334,1 Special File, This file, kept .y country, contains
information which, because of its high security classi~
fication, must bc kept apart from the regular information
file. The Speeisl File is always kept in a combination=
lock cabinct, Nemes of the individuals in this file
are cross=-indexed to the main file,
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33442

334.2 United Nations (UN) Central Name File. The Division

3343

0ffice maintains a master alphabetical file of all
persong associated with organs, commissions,
committecs, -and affilifted bodics, Copies of these
cards are kept in tHe appropriate country information
and category filés.

Stateless Persons File, While it is recessary to
conform as much as possible to the basic principle of
£iling individuals according to ;hbirrnationality
(citizenship), certain exceptions are required in the
case of persons of undeterminéd nationality or those
who are known to be stateleds, It must be emphasized
that at lecast 90% of the ftateless persons who come
within BI's purviev ape too insignificant to be of
concern. A central, world-wide file is, however,
established in the FSU as a repository for information
on stateless porsons of interest to BIe The information
file contaipes” some refermence to the person, either in
the form biographic data or of a cross index card
as outlined below,

A concurrent catcgory flle is also established, broken
down according tos
a) Country of last citizenship, if knowny
b) . Country of prescnt residencos
¢) Organizations or associations of stateless persona.

The factor determining whether information atout a statew=
less person should be placed in the Stateless Persons

File or in the country of last citizenship file is whether
the latter contains information about the person. If it
does, the data is kept there and a cross index card is
placed in the Stateless Persong Filc and in the appropriate
category breakdown, These cross index cards will indicate
in which country file the information is being maintained,

If no previous information is found in the country of
last citizenship file, the data is kept in the Stateless
Persons File and a cross index card to that effect is
placed in the country of last citizenship file,

When a stateless person acquires new citizenship, the
information on the person is transferred to that country
file. A cross index card is then placed in the Stateless
Persons File indicating the new repository for the
information and the change is also noted on the corre=
sponding category cards,
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340,0 REVIEWING

33443

If information is filed in the country of last citizen-
ship file and the person becomes a citizen of another
country, the file on the person will be transferred to
the new country file, At the same time a cross index
card noting the change will be placed in file of the
country which previously held the information and another
in the Stateless Persons File.,

Central Information File

This file, located in the Division Office, consists of
unprocessed series documents which are issued periodically
end arc of interest to several or all Branches. They
include such items as minutes of various meetings, Daily
Intelligence Corments, BI Division Memoranda and similar
items which would lose their value through delays in
routing to each Branch or are not of interest to all
Branches, Material is filed immediately upon receipt

in loose leaf binders which may not be removed from the
Division Office. The File should be consulted regularly
since some of the items require action by the Branches
or contain information which should be processed into
country information files,

AND PROCESSING = ORGANIZATION OF MATERTAL FOR FILES

v’/ 3410 Information Card File

When it has been decided to record information on a card (rather
than in a folder) the following items must be included:

341.1

34142
34143

34164

Classification of the Material. Sccret, confidential,
restricted, unclassified ~ as indicated in the source,

Country of Nationality,.

Fullest neme available (last name, given names., Variants
and characters where appropriate). '

Date of information. Since all information about an
individual will be filed chronologically (starting with
the most recent date and working back), it is necessary

to localize the date of the event wherever possible, Thus
if an event took place on October 13, 1944 and was mentioned
in an iIntelligence summary of November 15, 1944, the date
of the event (thc "as of" date) - October 13, 1944 =~ is
the date of information and will determine the order in
which the card is filed among the cards on an individual,
If the exact date of the event is not known, the intelli-
gence summary (see above) states that so~and=so recently
happened, then the "report" date will be used, i.e. "rpt.
November 15, 1944" and this date will determine the filing
order of the cards. If the information is more inclusive
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and covers a person's carcer up to 1935, then "to
1935" dill sérve as the date and the card will be
filed under 1935, If the information deals with the
period 1927-1941, the date used will be simply "1927-
1941", and the card will be filed under 1941, 1In
keeping with Departmental practice, dates are written
as followss February 5, 1946,

34145 Dertinent Information about_the individual.

3416 Sources. All information must be attributed to a source,
Consequently cach information card must contain such a
reference, c.ge New York Timecs, Jarmary 10, 1946, When
the information has been received from a source which is
not the original but the transnit ting source, both
sources should be listed, For example, a report broad-
case by the Paris Radlo is the primary source and the
FBIB Ticker is the gecondary source, The originating
source is referred to as the primary source, the
transnitting source as the secondary source, Occasion=-
ally a third source ig involved: e.g. if the Neue
Zeitung publishes a roport which the Berlin Radio
broadecasts and which the FBIB Daily Report quotes, then
there is a primary, a secondary, and a tertiary source,
In such cases it may be desireble to mention the
original (primary) source  in the text ("According to
the Neue Zoitunge.s.") and to 1list the secondary (Berlin
Radio) and the tertiary (FBIB Daily Report) sources
below, Sources should be identificd by name or title,
serial number (when it exists), and place and date of
report, In addition, any evaluation of the primary
source by the secondary source should be included,

If the source is a person, a brief description of his
background is in order., Such a description should ine
clude at least the source's nationality, profession,

and dates of residence in the arca upon which the source
is reportinges The political affiliation of the source
should also be mentioned, An evaluation of a personal
source 1s desirable, Some CIA interrogation reports
provide examples of source description and evaluation,

34107 Initials of person preparing the card and the date of
preparation,

341,8 Apalyst's comments whencver the nced for them arises,
The analyst making the comments should include his or
her initials in the cvent that the card has been pre=
pared by some one else.
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341,9 Sample Information Cards.

341,91 Cards with one nane,

TR ST T e i e St TR T B N e I R

A

CLASSIFICATION
COUNTRY OF NATIONALITY
IAST NAME, Given Names as of" date of information
location
Data on the individual o Of codes
when used

O e —— o —

Primar¥ source, (Serial No,.), Place and Date of Report (Evaluation,
if any

Secondary Source, (Serial No.) Place and Date of Report (Evaluation)
Analyst's Comments Initials of persons
preparing card; date
of preparation.

e g A e e 4 B e e A Tt WA et et P

CONFIDENTIAL
ITALY_ : to November 10, 1945
HITLERINI, Benolf

Fascist journalist., Born September 23, 1882, Milan.
Served in the Ttalian ermy during World War I. Came
into prominence as a socialist agitator in 1919, Headed
an uprising in Munich in 1923, Joined staff of Popolo
d'Italia in 1924; editor-in=chief 1925-1935, Fascist
politician of dotermining importence, 1926~1945. Has
been called a "vain, concelted fool", Considered
totally insignificant by the leaders of the non=fascist
parties in Italy as of November 10, 1945,

Roberts Report, L~899, Zurich, November 16, 1945.
55U, War Department, A-65368, Washington, December 28, 1945 (B=-2

Analyst's Comment: Roberts Report L-731, Zurich,
Jamary 10, 1945 contradicts the present report as to
Hitlerini's "ingignificance", EHR
WIM
Janvary 12, 1946

E
i

|
!
!
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341,92 Cards_with more than one name, In order to
reduce time spent in preparing individual cards
and in those cases when it is desirable to list
names in conjunction with one another, a ditto
carbon (hectograph) master or a standard register
card may be used, depending on the number of
copies needed, Sufficient copics are then made
to allow one copy to be filed in the information
card file under each name, which is underlined
in red and an adequate number of cards for the
category file. This type of card is set up as
follows:

! Clasgification

COUNTRY OF NATIONALITY
' "as of" date of information
Statement which associates the following
individuals with one another Location of
: codes if used
Pogition

LAST NAME, Glven Nanes -
Biographic data
LAST NAME, Given Names - Position
Blographic data
LAST NAME, Given Names ~ Position
‘Biographic data
LAST NAME, Given Naries -~ Pogition
Biographic data
Source Initials of person

preparing card;
date of preparation.
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'GERMANY ' RESTRICTED

October 8, 1945
Executive Comnittee of the Anti-Fascist League codes
of Berlin, elccted 8 October 1945

HOLLER, Franz ~ Chairman
Lawyer, Born 1898, Member of Christian Democratic
Union, Political refugee in Sweden, 1933=1945.

KLEMM, Herbert - Vice Chairmn
Trade Union leader, Social Democrat, Born 1905,

MARTIN, Josof - Secretary

_ Glass manufacturer, Liberal Democrat.,

LEHMANN, Fritz - Treasurer

White collar worker, Commmnist, Born 1891, Berlin.

Weekly MG Report, #24, Berlin, October 12, 1945

RIS
November 1, 1945

342.0 Indicator Card.

Whenever a dossicr on an individual exists, a 4 x 6 indicator
card is prepared calling abtention to this fact, This card is
placed in the information cerd file, preceding the information
cards on that individual. The indicator card,.blue in color,
containg the country of nationality and the complete name of

the individuale The indicator card may also be used to designate
the existence of other reference material on the individual
outside the alphabetical information file, such as reference

books, The card is set up as follows:

COUNTRY OF NATIONALITY

SURNAME, Given Names

Referonce to other sources outside the file )

CHURCHILL, Winston : GREAT BRITAIN

Who's Who 1945, Pe_ . .
International Who's Who, 1944 DPe_ ..
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STATINTL _
343.0 Crosg_Index Card
The cross index card is a reference from a variation in the
name of an individual == alias, pscudonym, etc. =— to the
name under which the information about him is filed. Examples
of a cross index card:
343.1 If John Doec is an alias of John Smith,
DOE, John NORWAY
FAL same as
SMITH, John
Hu
e 34342 If there 1s a variation of spelling of John Doe's name
sufficient to change his filing position.
NORWAY
DHOE, John
4"
seo DOE, John
61
343.3 If John Doels name includes a matronym or other name
' by which he may be known and referred to:
| NORWAY
JONES, Doe, John
4"
sec DOE, John Jones
Al
o
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34344 Vhen a person becomes prominent in a country other
than that of his nationality (in which file the
information about him is usually kept), it nay be
desirable to place a cross index card in the
information file of thc second country referring
to tho existonce of informetion about him in the
file of the first country.

. ARGENTINA
MANDL, Fritz

4"
see MANDL, Fritz (AUSTRIA)

61

34400 Cross_reference card

The cross reference card indicates that information on
one individual is filed under the name of another., It
specifies whether the information is on an informetion
card or in a dossier, and also identifies the source,

344.1 Examples of a cross reference card:

AUSTRALIA
BLOKE, Jose

LM ' see BF FRANK, James

Tels 174 of June 3y 1944 from London

6
BLOKE, Joe AUSTRALIA
4" Business associate of FRANK, James
(O o Ve IK) L

6"

Note: BF dossier
IX information card

Approved For Release 2000/08/07 : CIA-RDP81S00991R000100030001-9



(

Approved For Release 2000/08/07 : CIA-RDP81S00991 R0001ﬂg950001-9

3/4.2 Usually, if a person's name is picked up at all,
it is of sufficient importance to warrant the use
of an information card or dossier. The accessibility
and usability of the information file becomes greater,
the more systematically and thoroughly information
about an individual is filed under his own name.
Cross referencing should be held to a minimum.

Note: Cross_index cards refer to one and the same
individual while cross reference cards refer
from one individual to another individual
or to a group.

345.,0 Biographic Folder

The folder is slightly larger then legal size with a set
of fasteners at the top of the left~hand flap and another
set of fasteners in the middle of the right hand flapa
Hoics must be punched in all material to be included in
the folder and filed securely by means of these fastenerse

Eaoh folder congsists of three sections: a report section,
a preliminary section and a raw material gection.

345.1 Report sdction. All reports written in the Divi-
sion onm the individual under reference are filed
in the report scction on the left side of the
folder and attached to the fasteners at the inside
top of the folder, The reports are filed chrono=
logically with the report of most recent date on
the top.

345.2 Proliminary section. The preliminary section of
the folder is filed first on the right hand silde
of the folder on top of the raw material sectiona
It includes the following material in the order
listed:

A11 Biographic Data Reports (special biographic
reports submitted by Foreign Service Officers in
the field) filed chronologically, with the most
recent on top.

Any pictures concerning the individual which the
analyst believes desirable to include in the folders
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34543

3454

Raw Material section. The raw material section

comprises the main body of information on the
individual for whom the folder is proparcda The
meterial is filed chronologically by the "as of"
date, with the information of most recent date on
top and is attached to the fasteners on the rightw
hand flap, Documents which can be rebained are
filed directly into this section., When not placed
on cards, short excerpts from documents or items
of too small a size to be secured directly by the
fastencrs are stapled, scotch taped or typed on

to a legal size picece of paper before being filed
into the folder (such sheets arc traditionally
referred to as "clip sheets"). If the latter
procedure is used, the following additional items
must be included on the "clip sheet" above the item
of informations

The primary and sccondary sources listed as
completely as possible, including the DCR
file number or the IR accession number when=
cver pogsibles

The evaluation as indicated,.
The classification as indicated.

The initials of porson entering the item and
date of entry (to be written in ink or typed on
the top left corner of the clip sheet). The
name of the subject and the country in which
filed are also added at the top of the clip
shect,

Folders are stamped with the name of the country
in which filed and arc indentified by a blue label
with the full name of the subject of the folder,
Those items must be added to each new folder as it
ig established, a duty which in goneral will be
performed by the scrvicers, At the same time that
a folder is ostablished, an indicator card referring
to it and containing a namec identical to that on
the label of the folder must be typed and filed in
the information card file, If tho need arises to
change the name either on the label of the folder
or on tho indicator card referring to it, the name
on the other item must be adjusted accordingly.
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34565

34546

The folder is not a catch-all, Documents of

considerable length, containing only a sentence

or two of data pertinent to our work, add unneces=
sary bulk to the file, If the item of interest
represents merely a small percentage of the whole
document, this item is reviewed and extracted, i.es
either clipped and fastened to a clip sheet by
meana of scotch tape or typed directly on a clip
shect, or preferably, on an information card.

345,51 An auxiliary folder may be established at
the front of the Folder File in the dis=
cretion of the Branch Chief, Into this
folder which is alphabetically arranged,

: B ’ may be placed single clip shects on

individuals concerning whom no other folder
items have been received and who does not
at the time appear to warrant making a new
folder. A blue indicator card, referring
to the auxiliary folder, is prepared for
the Information Card File, This folder
mst be checked regularly in order that a
folder bearing a man's name may be prepared
when more than two clip sheets on him have
been accumilated in the auxiliary folder,
Such a transfer must be noted on the blue
indicator card,

If a folder leaves the Division, the full title of
the Division must be stamped on the outside of the
folder and an "out" gystem must be used to indicate
the date of removal and the location of the folder.
The folder must also bear a sccret classification,

346.0 Deceased File.

34642

Information cards containing data about deceased
persons are btransferred to the "deceased" file,

but only if there is more than one card on the

individual under referencey, One card bearing the

name, position, date of death, and reference to

the other cards (if any) in the "deceased" section
is kept in the information card file as a reference,

The cards thus removed from the card file are placed

in a "deccased" section at the end of the card file,

Biographic folders on deceased persons are trans-—
ferred to the "deceased”section at the end of the
biographic folder file., The corresponding indicator
card is marked ‘"DECEASED" so that the location of
such a folder is immediately evident, The indi=

_qator card should be £iled in the "deceased" card
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file unless it is the only card pertaining to the
person under refeorence, in which case the indicator
card remains in the active information filee.

347.0 GCategory file (category index).

The category file is a 4 x 6 card file, One category file
is kept in conjunction with cach nationality information
files, The basic subdivisions are sufficiently gencral to-
pernit their adaption in all areas of Bls The code pro=
ceding each category (outlined below) represents that
category on the category index card and is placed in the
upper right-~band corner of the card,

The categories arc inclusive enough to permit individual
areas to adapt them to - regional requircments. The category
index is intended to be used with appropriate subheadings,
Any of the basic categories which do not apply to a given
area are omitted but no change is made in the coding of the
subsequent categoriess

Category Index Codess

1,

2e

3e

Chief of State (President, Vice-President, junta,
sovereign, royal family, etc.)

Cabinet (Prime Minister, Deputy Prime Ministers,
Ministers, and Deputy Ministers)

Ministries (and other national government agencics)

A, Foreign Affairs

B, Interior (Home Office)

Cs National Defense (Subheadings Army, Navy,Air Force,
if necessary)

D, Finance (Treasury)

E. Justice

Fo Agriculture

Ge~Zo Others
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347.0

L« Foreign Representation

A, Diplomatic and Consular .
B: International Conferences, Congresses and Expositions
¢, International Organizetions, Commissions, and

Institutions (not affiliated with the United Nations) .
Do Special Missions

Approved For Release 2000/08/07 : CIA-RDP81S00991R000100030001-9



Approved For Release 2000/08/07 : CIA-RDP81S00991R000100030001-9
| 34740

5, Judiciary (Supreme Court, ectc.) (Insofar as it is under the
jurisdiction of the national goverrment)

6. Legislature
A, Upper House
B, Lower Houge
(If only one legislative chamber, usc "6" by itself)
7. Police (Internal Security)
8. Armed Forces
A, Army
Be Navy
Coe Alr Force _
(Including chiefs=of=staff, but not ministers of war,

etcs., unless such ministers are at the same time high
ranking officers)

9. Nationalized Enterpriscs
A, Financiel (nationel banks, cte. )
B. Industrial (oil development agencies etcs)
-~ C, Public utilities (state railways ctc.)
10. State and Provinecial Governmert
(Regional subheadings for individual states or provinces,
‘as desired)
11, Local (County and Municipal) Government
12, Regidence abroad
13, Visits abroad (private)
14s Unofficial missions abroad (trade union congrosses, ctce )
- 15=19 Open
20 International Sympathies (first cut guide card)
Ay Pro-U.5, (second cut guide card)
By Pro-Westorn (seccond cut guide card)
This designation should be used when it is established
that the individual is known to be proe=wcstern but not

gpecifically pro=U,S.
Co Pro=U3SR (second cut guide card)
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This designation should be applied to those who,
although not recognized members of the Communist
Party, are nevertheless in favor of Soviet aims

. as opposed to those of the U,S, Communist Party
members should not be included here but rather
under "21" (Political Parties = Communist Party).

Additional guide cards can be added to the category if end when
further international sympathies are to be catalogued. Cards
under eachof the sub=headings should be filed alphabetically.

Determination of names to be included in the "20" category
should be based on the following criteriag

21,

2.

R34

Sympathy, not station in life, is the basic consideration,
A person's position, though it might well be included on
the category card, is not a determining factor in the
selection of his name,

Subgtantial evidence should be adduced before a person is

80 classifieds The mere fact that he belongs to a political -
party or to an association that has a pro-western orienta-
tion, or that a Biographic Data statement, without further
oxplanation, describes the person as "belisved to be friendly
to the U.S." cannot be accepted as definitely establishing
such sympathies. Rather such evidence is to be found in a
men's speeches, in his actions (helping an enemy of the re=
gime escape, etc.) in statements of American officials who
are acquainted with him, and in an accumilation of data
confirming his sympathiesa.

Political Parties and Movements
(Sub=headings for individual groups, leaders in exile, etc.)

Societies (secret, etc.)
Industry and Commeorce

A, Food

Bs Textiles and Clothing

Ce Construction

De Printing

E. Chemical and Synthetic Products

F. Iron and Steel; other metals

G. Heavy Industry (automobiles, aircraft, shipbuilding)
Hs Electrical

Jes Other Manufacturing

Ke Mining and 0il

L, Public Utilities (privately owned)

M. Wholesale and Retail

N,. Transportation (including shipping, aviation)

Oy Economic Chambers and Organizations

Py Private Finance (banking, stock exchanges, insurance)
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24e Education and Culture (including learned societies and
intellectual leaders)

’ 25 . Law

26, Media of Public Opinion

A, Press
Be Radio
Cs Cinemn

D, Publishing
27+ Health and Welfare
28, Physicel and Natural Sclence (pnysics, chemistry, biology etc.)

29, Social Science (economics, statistics, soclology, hilstory,
anthropology etc,) '

30. Engineering

31le Art (painting, writing, music)

32+ Labor (subheadings for individual organizations)
33, Religion

34e Minorities

35+ Women

36, lLand Holders

37. Aristocracy

////////‘347.1 Each category (ec.g. Minister of National Defense)

is broken down according to the number of subdivigions
it is necessary to control. The subdivisions include
a general or miscellaneous section which will contain
in alphabetical order the names of individuals whose
exact position in the Ministry is not known and the
names of lesser officials whose positions are not
important enough to warrant classification under a
gpecific subdivision. Two types of cards are inserted
into the category index file according to the follow=-
ing criterias
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34711 Position cards

l,., - e -
MINISTER OF FOREIGN AFFAIRS, NEW ZEALAND 3A
neme e ~alo e
WARD, John H, 12/3/45 - 9/13/48
JOHNSON, Paul ' 10/12/48 3/15/49
DRAKE, Joseph 3/18/49
i
ae: appointed (Note: In the case of diplomats a distinetion should
be made between date of appointment and date of presentation
of credentials,)
a/oy: Mas of" or report date (to be used instead of "a" (appointed)
when date of appointment is “not known, but person is reported
28 holding the position as of a cortain date,)
re: resigned
Position cards may be used for well—definéd,
permanent important positions which only one
person can hold in a country at any given time,
Examples are cabinet members, ambassadors and
persons such as Chief of the Propaganda Deparim
ment, Democratic Socialist Party or Editore—ine
Chief, Montreal Times. Position rather than
name is the prime consideration and names and
pertinent dates are added to the card as the
position changes hands as outlined on the
sample above, Thus a position card not only
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shows the present incumbent in a position but
provides a historical record of his predeccessors.
Lg one card becomes filled, a new card is placed
immediately in front of it, Tabbed guide cards
are used to geparate subdivisions to whatever
degree is dictated by the needs of a country and
the importance of a category at any given time,

347.12 Individual category cards,

TASMANTA 34

DOE, John
Vice Minister of Foreign Affairs
ae April 10, 1944

Individual category cards are used when several
people hold a similar position (e.g. Member,
Central Executive Committee, Chinese Communist
Party or Vice-President, Commercial Bank), for
positions of a temporary nature, those which
are not clearly defined or those of such small
importance as to be placed in the miscellaneous
section.
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341 "John
When tho exact position is not known (+Cege
S apith 1is & member of the Ministry of the Interior".)
an index card is made out as follows:

ZANZIBAR rpt May 11, 1945

W

SMITH, John 3B 4~ Cod

The above card ig then filed -in alphabetical
order in the general or miscellancous subdivision
of tho "3B" file, If it is later determined that
John Smith holds an important position in the
Ministry of Interior the information is entered
on a position vard which is filed in a gpecific
subdivision of the "3B" file,

If a man leaves a position or agency, the date

of his resignation is typed on his card and a
new card is typed for his successor, if known,

-
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(blue

card)

4"

34840 Category folderse

For the purpose of BI, only a limited amount of background
material should be kept on file, Structure of the government,
membership lists of socleties, etc, are items worth keeping.
However, gencral subject matter (e.g. struggles between
parties, economic conditions, etec.) does not ordinarily

fall within our sphere,

348,.1

348.2

34843

34844

Category folders are filed according to the category
index code system behind the appropriate guide cards
marked with the title and code. The group folders are
filed at the beginning of the folder file, in front
of the biographic folders,

Material is placed in category folders on a subject
(category) basls rather than on a personal name basis.
However, long lists of names not important enough to
be controlled individually in the information file may
also be filed here, But it cannot be emphasized too
strongly that lmportant names appearing on such a

list MUST be excerpbed and placed in the information
file. Above all, the category folder must not become
a depository for backlog, nor can it in any sense
assume the function of the information file,

Indicator cards are prepared for all category folders
with proper names (Free Germsny Movement, Sokol Associa-
tion, etes) These indicator cards are placed in the
proper alphabetical position in the alphabetical name
index (information card file) and cross indexed under
any commonly used name variation, No indicator cards
are placed In the alphabetical name index if the group
folder under reference has a general title (c.ge
govermment, army, industry).

Examples

~ SOZIALISTISCHE EINHEITSPARTEI GERVANY

GF

21 categary
code to
indicate
location

of cate=
gory folder

6
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(white
card) SOCIALIST UNITY PARTY GERMANY
SER
AL SOZTALISTISCHE FINHEITSPARTEI

6"

350,0 BREVIEWER'S SYMBOLS AND SOURCING

Reviewer!s symbols should be used to facilitate and systematize
the instructions to be given ta the clerical staff by the analysts.
The symbols should be used only for material that can actually be
placed in the files: copies of retention documents or summaries
and abstracts thereof made by the analyst.

350.1 The following symbols are used to indicate the disposition
to be made of materials

OBF -~ Material should be placed in a blographic folder which
ig already in existence under the name of the person
underlined,

NBF = New biographic folder under name of person underlined
should be made and the material included therein,
A/ x 6 blue indicator card is to be made wp at the
game time.,

K« Information is to be placed on a 4 x 6 card.

KK « The names are to be listed together on a hectopraph
aster,

OGF= Material merked off is to be placed in a folder cone

talning background information about a group or
category (category folder)
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NEG = Information marked off should be placed in a new
' category folder to be set up on a particular group
category, The analyst must indicate in the margin
the exact designation under which the group folder
is to be kept,

CI =~ This name should be cross=indexed to the name under
which the information is filed. (Pscudonyms, aliascs
etee f£all under this category).

Change K from to « Thename on the person's cards
in the alphabetical information file 1s incorrect and should
be changed, However, it is essential that the wrong name
be cross-indexed back to the correct name especially if the
change represents a marked difference in spelling. If this
is not dene, all category index cards referring to the wrong
name would have to be changed.

Category codes, placed in the margin indicate that a catew
gory index card is to be made for each code thus listed,

35042 The sumbols given above are placed in the margin of the ree

35043

viewed material parellel to the name to which it appliess
This name is underlined with a colored pencil and a line of
the same color is in the margin indicating precisely the
amount of information that is to be extracted from the
document and placed on a card ér in a folder, If the
information is to be abstracted, condensed or summarized in
any way, the exact Instruction is written beside the
symbol, e.g. "OBF -~ Summarize",

Summarization and condensation is always done by the analyst
and undertaken by the servicer only when the material to be
extracted is factual and not interpretive. In other words,
if a long document describing the economic affairs of a
nation contains a sentence or two indicating that a given
individual was recently appointed Minister of Agriculture
together with tho date of his appointment, this type of
information may be extracted and placed on the card by
anyone., If, on the other hand, a document contains a long
speech by a leading mnecmber of the Government, the cone
densation is undertaken by the analyst himself, When he
has completed the condensation, he indicates in the margin
of his summary, by using the appropriate symbol, where

he wants the information to be placed, unless, of course,
he hag summarized the material on cards, which my autos
matically be placed in the information file, If copies

of the document may be retainedy it is usually preferable
in cases of interpretive material not to abstract but
rathor to insert the information in the folder in its
original form. However, the declsion whether to summarize
or not must be left largely to the individual judgment

of the analyst. -
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35140 Publi

¢c._sources

Althoug

h public sources need not be classified, the designation

UNCLASSIFIFD is in general use.

351.1

35142

35143

Newspapers

351411 Place of publication ineluded in title (but
underlined only if part of title):

New York Timeg, Mey 15, 1946

351412 Place of publication not included in titles
(place to be added):

Neuwo Zeitung, Munich, April 1, 1946
351,13 Article signed by a correspohdent

John Elliott, Berlin, May 2, 1946
New York Herald Tribune, May 3, 1946

Other periodicals

Gurrent Biography, Vol, 6, 1941

Pan American Union Bulletin, June 12, 1943,

seul K, Padover, "Military Govermment in Germeny", The
Nation, New York, March 12, 1946,

Other public sources
Who's Who, Groat Britain, 1919,

Who's Who in America, 1942-1943

Wright, Henry D., Political Attitudes in Siberia,
New York, 1940

Argentina, Ministerio de Relaciones Exteriores, Memoria,
1922 _

352.,0 Communications from the field (Foreign Service) to the

o . b 1

These sources should be cited in the following order: type
of commmication, nmumber, place of origin, date. Also
include primary sources (newspapers etc,) and nemc of drafte
ing Foreign Service Offficer who may or may not be the

signato

r of the cormunication,
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35241

i)

3524

35243

35264

352.5

35246

Telegram
T=2392, Athens, April 11, 1945 (Secret)

Svobodno Noviny, Wreha, October 4, 1945
Tl89, October 29, 1945, Preha via Army (Plain)

Airgram

A=295, Buenos Aires , January 19, 1945 (Restricted)
Despatch

D=~354, Londong March 10, 1945

(Classify according to the classification assigned or
according to content if no classification is gilven).

Svobodne Slovo, Praha, November 2, 1945
D282, Praha, November 20, 1945 (Bruins)

Report

R~111, La Paz, Jamuary 5, 1943 (Confidential)
Operations Memorandum (OM) |
OM=342, Helsinki, July 8, 1949

It should be noted that BI rarely receivos OMs
directly and usually is concerned only with those
forwarded from the Visa Division or IAD, Airgrams,
reports and despatches are gradually being replaced
in most missions by a single new despatch form which
is sent to the Department via air or sea pouch,
Eventually telegram, despatch and OM will be the only
incoming report forms with which BI will be concerned,

35340 Communigcotions . within the Department of State and to the

field

3531

Airgragx
A=410, to ngf, Merch 25, 1943 (Unclassified)
353,11 CircuigriAirgram

Cirgam, June 1, 1940 (Secrect)
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353.2

353.3

35344

35345

35346

Telecgran
T=9155, to Iondon, March 18, 1921 (Restricted)
353421 Circular Telegram

Cirtel, April 5, 1942 (Rostrictod)
Instruction
Inst. 1995, to Buenos Aires, March 10, 1945 (Secret)

353431 Circular Instruction (include Foreign Service
Serial No,

Ciringt, FSS No. 3789, March 10, 1945 (Confidential)

Department of State Memorandum
(Prepared by an officer in the Department)

John Doe, FSO in Japan, 1930~1940
Dept’ Memo, Dive Japanese Affairs, July 10, 1941 (Secret)

353641 Department of State Memorandum Of Conversation
(Prepared in BI as the result of conversation
with a Departmental officer)

Memo of Conversation between John Doe (Dive
of Central European #ffairs) and Jack Hill
(BI), June 11, 1942 (Confidential)

353442 Department of State Memorandum of Conversation
drafted outside BI

Memo of Conversation between Jamos Young
(Div. of North and West Coast Affairs, Author)
and John Smith (BI).

OCL Situation Report, Central Europe, No. 1113,143,
Moy 21, 1946 (Secret/Control)

War Department Telegram for the information of the
Department of State

War, T-79-29, CM~IN 690, May 29, 1946, Prague, U,S,M.A,
State

35440 QOther Agency Repbrtg

Whenever necessary briefly identify the issuing agency (War,
Cormerec), When the branch is well known (c.g. MID, ONI),
‘the agency (War, Navy) need not be identified, The neme of
an agency should be quoted accordingto its official designam
tion at the time of report, Thus: 0SS, R&A, to Se&terﬁbef 9’30,
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3540

1945; State, IRIS, October 1, 1945-December 31, 19455 State,

ORI,

Jamuary. 1, 1946-April 30, 1946; State, OCL, May 1,

1946 ~—=, Also CIAA to OIAA, FCC to FBIS etc.

3541

3544
35443

354e4

35445

fEM)
£%) 3
o~
.

o

jOS)
"1

STATINTL 5.7

35408

Motala Radio in English, April 8, 1946,
BBC Daily Digest of World Broadcasts, Nos 2458,
April 10, 1946 (Confidential)

FBI Report: 4477079, February 22, 1942 (Secret)

Prague Radio, Czechoslovak Home Service, June 5, 1946
FBIS Tickor, June 5, 1946

London Times, January 17, 1946

Tondon Radio in English to North America, Jemuary 17,1946
FBIS Daily Report, January 18, 1946

(Note: The above citation conbtaing primary, secondary
and tertiary sources which should be cited in that order.
Occasionally it is less cumbersome to include the
primary source in the text and to list only the

secondary and tertiary sources below, but the analyst
mist make the decision on a caso-by-case basgid,

Letter from Georges‘Bonnet, French Ambassador,
Washington, to the Secretery of State, June 14, 1937
(Unrestricted)

Military Attache Report

MID Report 74~75, MIS 119425, April 15, 1945,

Cindad Trujillo (Confidential)

Military Interrogation Report

Peter Winter, Czechoglovakia to 1937, now in TeSe
Czechoslovak citizen, Wag sales reprewentative of

a temtile firm in Cgechoslovakia, Brother of person
under reference. (F=2)

MID Report 1782, MIS 61462, September 23, 1944, 6th
Service Command (confidential)

ONI Report 2162, December 14, 1944, Maracaibo (Secret)
Socialist leader in Raden, Germany, April 15, 1946 (B-2)

e, I 57563, 1y 15, 1946,
Washington (Secret/Control A

In the case of information cards, on which the

- classification of the item is stated in the upper .

right-hand corner, the classification of source
need not be repeated below.
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355.0 Rgtentlon of Processed Source Material

355.1

35542

After blographic information has been added to the file
in the form of information cards and clip sheets, such
material becomes a permanent part of the collection,
Biographic reports based on such information, no matter
how fully sourced, can never take the place of items
which are integral parts of the file, In other words,
the files of raw information must always be completely_
independent of information contained in bilographic
reports prepared in this Division.

Likewise, information which has been taken from un-
processed sources, e.g8. backlog and notes made during
consultations with Departmental officers etc., which

ig included in a report, should be added to the file
(cards or folders)at the same time, It is extremely
important that a1l information obtained while pre-
paring a report which is not already in an individualls
file should be included in it promptly with full
identification of the origin of the information. The
purpose of thls procedure ieg to provide an accurate
chronological picture of an individual, source by
source, ond item by item, so that it will always be
possible to rotrace any 1tem concerning which a question
may arise. :

356,0 Maintaining the Efficiency of the Collection

35641

Periodic checks of the information files should be
made in ordor to consolidate material and eliminate
useless data as well as to remedy errors in filing

or spelling., Eight or ten cards or folder items, for
example, may give a man's attendance at various General
Assembly meetings, Factual information of this type,
should be typed on asingle card, thereby climinating
extra cards, alleviating the space problem and making
the file easier to use in the future, Experience has
shown that many files contain totally useless material
or material that has lost its significance with the
passing of time, Such items should be destroyed,

The destruction of cards or clip sheets merely because
they are old, however, is an entirely different matter
and should never be undertaken without the specific
approvel of the Branch Chief,

As a minimum, the analyst should check each file he
is working with and eliminate useless material and
effect such consolidation as 1s possible before
returning it to the cabinet,
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35642

Every member of BI must at all times resist -the
tendency to put too much information in the files,
especially the category file and group folders,
The increasing use of standard register end ditto
cards has resulted in the addition of considerable
unnecessary information in the eategory file and
each Branch Chief should constantly review the pro-
cessing of information to check this practice, In
addition, it is appropriate to remind one and all
that the group folders are not to be consldered
depositories for all types of migcellaneous and
general information,

360,0 BIOGRAPHIC DATA REPORTS

For the purpose of this manual bilographic data reports (BDR's)

are défined as those reports prepared by Foreign Service establish=-
ments on & printed form which the Foreign Service is instructed to
use. This form was reviged in 1948 and may be identified as
FS=405. The following procedures also apply to the new out-dated
forms which some missions will continue to use until their supplies
are exhausted, :

360,1

360,2

36043

BI's responsibility concerning BDR's is similar to
that of DC's for despatches, i,e. BI is responsible
for keeping the original and permanent signed archival
copy of the BDR, for making distribution of EDR's to
all interested Divisions in the Department and for
recording the disposition made of all copies,

DC is under instructions to send to BI all reports
recelved by the Department that are labelled
"Biographic Data" regardless of the form in which
prepared and transmitted, If the BDR!s are reccived
in original and carbon coples, the DC mail room routes
them directly to BI without further examination of
contentss If recelved as enclosures to a covering
despatch which has been prepared for hectograph or
ozalld reproduction, the master hecto or ozalid copy
is detached so thatDC/R and DC/L can meke and distribute
coples of the cover despatch for information purposcs.

- (Digtribution made of copies of the cover despateh is

usually indicated on the left side of the original),
The original despatch and BDR enclosures are sent to
0LI/BI,

Upon the receipt in BI, all BDR!'s and cover despatches
are distributed to each Branch on the basis of nationad-
ity of the subject of the report for control and routing,
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361,0 Distribution of BDR's

~Digtribution is determined generally as follows: the original
is always and without exception immediately filed in BI, the
duplicate is routed for retention to the Division primarily
concerned with the subjcct matter, usually the political
divigion and the triplicate, if avallable, is sent through
other Divisions having an interegt in the report for return
to BI and oventual f£iling in the triplicate file. (The
triplicate file is maintained by country). As wide as pos-
sible distribution is desirable and the possible interests
of all areas of the Department must be considered. However,
under no circumstances should BDR's be distributed outside
the Department, and only the Political Divisions may have
retention copies (with the exception of DRA which files
retention copies for ARA,) The duplicate and triplicate
coples which are routed should be marked as such so that
they will not be confused with original BDR's if and when
they are returned to BI for filing, This step is insured by
adding BI last on the routing after the sumbols of other
divisions,

Factors to bear in mind in making distribution of BDR's are:

361,1 All distribution and routing given a BDR is to be
noted in the upper right hand corner of the first
page of the permanent file copye.

361,2 A notation of "enclosures retained in BI" and an
indication of the distribution made should always be
made on the action copy of the despatch from which
BDR's are detached,

361,3 As far as control and routing are concerned, a dise
tinction should be made between biographic data
transmlitted within despatches and that labelled
"Biographic Data! report. BI is responsible for
control only of the latter.

361l./ Ocecasionally, DC will fail to rcmove master hectos of
a covering despatch., If so, the hectos should be
detached and sent to the FSU for return to DC,

361,5 BDR's on diplomats should be sent to all interested
migsions if not already distributed by the reporting
misslon, It is the section's responsibility to pre-
pare the necessary instructions,

361le6 Copies of any covering despatches commenting on the
status of bilographic reporting, change in reporting
procedures, appointments or departures of officers in
charge of biographie reporting, etc. at any given post
should be sent to the FSU for filing in the biographic
operations folder,
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361,7 It will not be necessary to make or distribute ?opies
of & BDR received in original only unless distribution
to Foreign Service Mssions is necessary.

361,8 Departmental and overseas distribution of reports on
diplomats st be cleared with the Sections responsible
for countries to which the diplomats are accredited as
well as the sections responsible for the countries
which the diplomats represents

362,0 Author Cards

A 4 by 6 card file is maintained in each Branch in order

that a given officer's production of Biographic Data Reports
may be recorded, The file conslsts of blue 4 x 6 cards headed
by the name of each reporting officer, alphabetically arranged
by country, further by post within a country and, finally,

by name of author, Following is the format of the cards:

Name of Author Country ~ Pogt
(last name first)

Neme of Subject Date of

of BDR BDR Comments

The "comments! column should contain en evaluation of each
report and should note-any commendations which hawe been
given the author., It may also contain comments concerning
conditions under which the author is working and any other
information which the reviewing officer considers pertinent
to an evalvation of his blographic reportinge.

A card is prepared when a BDR 1s received from an offilcer,
As subsequent reports are received, entries for them are
made on the same card, When an officer is transferred to
a new post, his card is pulled and sent to the Branch which
has jurisdiction over his new post. Since it is frequently
difficult to follow the movements of officers, it should be
gtandard procedure when a report arrives from a previously
unheard of author to check on him in the Foreign Service
Iist to determine his previous post, The Branch in charge
of that post should then be requested to forward the card on
him, All cards on one person must be filed together in the
file of his current assignment,
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If the subject of a BDR's nationality is different from

that of the originating post c.g. Paris rep?rts on tho

Czoch Ambassador to France, the EDR itself.ls.sent to th?
Central Furope Branch, It is then the reviewing officerts
responsibility to notify the Western Europe Bra§ch of'bhe.
receipt of the FDR, its subject, the date and hig evaluation
of the report so that this information may be entered on the

authorts card,
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500,0 SECURITY
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o 500.0 SECURITY

Every member of BI should be constantly vigilant to carry out

i -all security regulations, particularly with respect to the
proper handling and storage of classified documents and the
avoidance of any careless conversation about classified 1nfor-

mation,

Faithful adherence to security practices is essential and con—
scientious alertness to sccurity and the cooperation of each
and every employee arc of naramount importance,

Suggestions or recemmendstions which you fecl will assist in
conducting the security program in BI, will be given prompt and
appreciastive consideration by the Division Security Officer,

500,1 Penalties for Vielations

Violations will be entered on the DI personnel record of
the effender, Copies of memoranda describing vielations
reported to SY by the Building Guards will be circulated:
1o 211 personnel of the Division #s a reminder and as an
_cxamplé of carclessness to be avoided, AR

500,2 Departmental Security Manual

A The Security regulations of the Deportment of State are
compiled in a Reforence Manual of Security Regulations,
a copy of which is made ovailoble to cvery employce at the
time of his entrance on duty,
510.0 Security-Procedurcs within BI
510.1 Sccurity Areas
The following security areas are established:
ARTA X Neor Middle Bosgt and Africa Branch
American Republics Branch
ARFA IT - Bastern Europe Branch S
Cantral Europe Branch %
Southern Europe Branch
AREZL TIIT - Western Europe Branch ;
British Empire Branch '
Japan Branch [
AREA IV - China Branch
7 Division Office
b - ARFA ¥ - Administrative Office
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511,0 Security Wardens

Tn each of these arcas the appointed Security Warden shall be
responsible for insuring that security regulations and proce~
dures are complicd with at all times, ’

511,1 Nightly Security Check

These Seeurity Wordens cre directed to maintain o list fer
their resvective arcas, assigning one analyst cach week to
be resnousible for nightly security checks ond for keeoing
Form DS~729. Clerical personnel will not be included on
this list, Those analysts so assigned shall be regponsible
for issuring at the close of each working day that all
classified material is secured and that all safes and file
cabinets containing classified material are locked, This
inspection shall not begin until 5:40 P.i, If an employee
(clerical or nrofessional) in his area is to continue to
work afterhours, he mey delegate this responsibility to
that person for that particular night, In such caseg, the
name of the substitute must be indicatoed on Forn DS~729.
Pursons working laote must accept responsibility for the
entire Security arca in which they ore located,

511.2

The tops of all cobinets, safes, bookeases, tables, ete.
must be eleared after working hours in order to facilitate
the inspection of the security checker. Newspapers and
sther publications must be stored on shelves provided for
that speeific purpose or placed away in cabinet drawers.

512.0

Security regulations rucuire that every room containing classi~
ficd maberial be oceupied at 21l times during office hours, un—
less classified material is locked in regulation cabincts, All
abhserices from rooms must be arranged in such a manner that the
tclephones are covered and that the Security rcequirements ore
fully metb, '

513,0  Stornre of Classified Mat:risl

It is recquested thot membors of the Division pay strict adhcrence
to the standing security regulations with regard to storage of
classified materisl, Under no circumstances should matcrial of

o claossified nature be stored in a cabinet which docs not have
the necessary bar and lock, nor should moteriel (in particular
trash bags) be stored in any desks, Fuch porson should check

his desk, files, cebincts, ctec, cvery night before leaving,
Everyone should assist the Sucurity Warden, rath.r than to rely
won the Warden to cateh hig slips, This is good housekeening
and efficicney, as well as being essential to good security,
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513,1 Open Security Sign

The "OPEN" security sign shall be displayed on all cabinets
open during the day and removed only when the cabinet is
locked.

513.,2 Posting of Names

The name, address, and telephone nuiber of each person
knowing the combination of & gafe or safe file shall be
entered on a list posted on the outaide front of the safe

or safe file cabinet, A similar 1ist of personncl responsible
for locking filec cabinets oquipped with  bar locks ctc.

shall be posted on tho outside front of the file cabinets.

514.0 Use of Tolophones

No material classificd highor than RESTRICTED shall be discussed
over the telephonc.

515.0 Avoidance of Publicity Concorning Intelligenco Activities

£16.0 Fomoyal of TOP SECRET liatoriel, SECRET Matorisl and

Approved

_;‘%,’v; }ff‘g
Policy governing the rclcase of any information by R employcces f%f&j
is covered in R Office Instruction Mo, 1 PORMISSICYT TO FUBLISH,
DELIVER SPEECHES, OR TEACH, dated August 26, 1949.

In vicw of the importance of roécognizing the limitations imposecd

upon all mombors of R, relative to the disclosurc of information

pertaining to intelligence activities, overy employec desiring to
publish, deliver specches, or tcach is roquired to request prior

approval through tho Division Sceurity Officer.

all

e

Catecgories of Classificd Tolograms

TOP SECR:T matorial, SECRET material ond all categories of classi=~

ficd tolegrams shall be removed from the Department only for the
conduct of officisl businoss, and shall not be removed outside of
working hours cxcept wherc official conferenecs or consultations
arc involved. Specific approval in writing by Diroctors of 0ffices
or higher euthoritics shall be given for such use of TOP SECRET
motorial, SECRUT matcrial, and all categories of Classified
tclegrams, Each officer or cmployce granted such approval shall
forward a copy of the memorandun of approval tothe TOP SECRET
control officer for filing, The date of roturn of the material
to the office concornod shall bo entercd on the written authori-—
zation for romoval which is held in o spocial file by the BI TOP
SECRET control officor, :

In other words, no onc in BI can authorize you to take SECRET BI
files, or any classified telegrams home for any purposc; and cven
the Office Dircctor cannot authorilze toking such material hore to
write a biographic rcporte Official conference or consultations
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The register of documents taken -ut over night or over

% weekends which is maintained in the Division Office, can
be used only to record removal of Confidential or lower
classified files excluding tclegrams.

517.0 Transfer of Equipment

Whenever equipment of any type = spccifically desks or cabi-
nets leave the Divigion as a result of inter= or intra-Divis=-
ional traensfer, the Division Security Officer or the Sccurity
Warden for the particular area involved should be notified
so that he may inspect to insure complete removal of any
material belonging to the Division,

518,0 Destruction of Clasgified Materials ;%%"ﬁ%

518,1 Secret Documents

The following procedures pertain to retention documents
classified Secret which are to be destroyed:

518, 11 Fach Branch will segregate by month, according
to date of the document, all rotentlon material
which may b: destroyed,

518,12 These docum-nts rre to be tied together with
Ei; the month i dicated on the top of the bundle

in LARGE PE WT, snd placed in the file cabinet
provided for this purpose in the Division's
Supply ‘loom, in the drawer indicated for the
specif .c month,

518,13 The Administrative Office is responsible for
. destruction of this material after a threc
month period has elapsed from the date appear-
ing on the document. For example, material
bearing a December date is destroyed as of
April 1st, etc,

518,.2 Confidential Documents

518,21 Retention documents classified Confidential
(including carbon paper) are destroyed by
tearing them into at least four parts which
are placed into "Confidential Trash" or "Burn'!
bags. Thesc bags are treated and stored in
accordance with sccurity rules governing Cone
fidential mitorial,

518,22 Burn bags crc picked up on Tucsdays and Frie
- days at 10 A.,M. They should be filled, sealed
.« and placed in an easily accessible area in

\ each Branch,
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520,0 SECURITY PROCEDURES FOR PEI.-ONNEL OF OTHER AGENCIES A

g
i

52041

521.0

52240

523,40

52440

Persomnel of agencics outside of the Department ¢ -
in¢luding CIA, ONI, MID and the FBI are not to /&
have direct access to the files of the Division *°

or to the rooms in which files are kept. They

may consult the materials in which they are ine
terested in the BI Reading Room.

The proccdure will be for visitors in need of
information to report to the Division Office
where they will maeke known the naturc of their
requests. They will then be escorted to the
Roading Room where the materials will be brought
to them by the analyst in charge of the area con-
cerned.

The agencles referred to are informed of these
procedures. They in no way affect procedurcs

for exchanging information by telephone. Also,
persons who plan to visit the Division should be
encouraged to call in advance so that the materials
in which they are interested may be rcady for them
when they arrive. These regulations apply to all
members of outside sgencies regardless of any
close working relations that may have coxisted.

If any analyst should be approached dircctly it

is his or her responsibility tactfully to cxplaim.
the procedures and to refer the person to the
Division Cffice, The _.nalyst who has made the
material availlable should assume the responsi-
bility for picking it up before the close of
business., ‘

If any agency is compilling data which necessitates
consulting the BI category index files only, an
exception may be made to the above rules. Even
in such instances, however, clearance must be ob=
taimed at cach visit through the Division Office
before the requestor is allowed access to the
Branche

Persons authorized to consult BI files are ro-
stricted to the files of the country in which
they have an officisl interest, If a persom eXe
presses the desire to see the file on a person
in a country in which he is not officially ine
tercsted, he chould be requested to state the
reason for his desire, and it will be the rospon-
gibility of the Branch Chief to decide whether
the reason justifies affirmative action. It is
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the responsibility of the analyst working on
the particular arca concerned to keep general
supervision over persons who are using BI files
and to make certain that no unasuthorized use

is made of them,

525.,0 The Third Agency Rule

This rule provides that documents originating

in one agency and distributed to a second agency
cannot in turn be distributed by the latter to

a third, Requests for such documents from a
third agency or person should be handled cither
by obtaining the consent of the originating
ageney or by roferring the requestor to the
source, The practice which has developed by im-
terpretation, custom and tradition is that (1)
sensitive or delicate State Department documents
and FBI rcworts arc withheld from representatives
of any agcney, (2) documents originating among
IAC agencies, cxcept the FBI, are available to
CIA, (3) representatives of the IAC agencies may
consult but not take copies of documents origina-
ting in any of the other IAC agencics (the only
exceptions being cortain CIA and all FBI docu~-
ments); (4) representatives of non-IAC agencies
mey consult only unclassified documents, mon-
sensitive State Department documents and copics
of those documents originating in an ITAC agency
upon which distribution to the non=IAC agency is
indiecated.
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€00,0 ADiINISTRATION

P |
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610,0 ADMINISIRATION = LUAVE PROCEDURILS

o 1611,0 Accrusl of Leeve

Rules for leave differ according to the type of appointment
{permanent, indefinite, and temporary) of the employee.

The rules also differ for the type of leave (anmual, sick,
leave without pay, etc.) '

Annual Leave is earned at the rate of eight hours per

pay period for permanent and indefinite employees and at
the rate of twenty hours per month for temporary employees;
appointed for a specific period of time not exceeding

1 year, Sick leave accrues at the rate of ten hours

per month for all types. '

1 612.0 Recording the leeve

l\here shall be a Clerk appointed in each Branch to maintain
daily leave reports for employees.

Daily leave reports shall be submitted by the Branch Leave
Clerk to the Administrative Office by close of business on r
Friday of each week,

613.0 Types of leave

" : 613,1 ANNUAL LEAVE (AL). The Federal Govermment as an
enlightened employer has recognized that maxinumn
efficiency on the job can be obtained only through
safeguarding the health and general well-being of
its employces and that employees must be permitted
time for rest, recreation, family and personal needs.

Everyone has the right to use his annual leave as he
sees fit provided his absence does not scriously ’
handicap the work of his secction, Vacation schedules
should be arranged with the Branch Chiefs and the
Administrative Officer at lecast two wecks in advance.
Short absences of half a day or scveral hours must

be arranged with the Brench Chief at least 48 hours

in advance so that the Branch's work can be readjusted
accordingly., Anmual leave for emergencies may, of
coursc, be granted at any time.

613,2 SICK LEAVE (SL)w is grented omployecs whon they are
incapacitated for the performance of their duties by
sickness, injury or pregnancy and confinement, or
for medical, dental, or optical cxamination or treat-
mont; or when a member of the immediate family of the
employce is afflicted with a contagious disease and

) roquires the carc and attention of the employee; or

s when, through exposurc to contagious discase, the

iﬁi prescnce of the employeo at his post of duty would
joopardize the hcalth of others.
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61343

An employee who is absent on accoynt of illness
shall notify his supervisor by 9¢30 on the first
day of such absence, - Failure to give such notice
may rcesult in the abscnce being charged to anmual
leave or lecave without pay, as the circumstances
Justify., ©Sick leave should not be taken in lieu

of anmual leave nor for slight illncss or indisposi-
tion which does not incapacitate the employee for
the performance of his duties, An employeec leaving
during the working day becausc of sickness shall
advisc his supervisor and the Branch Leave Clerk
prior to departure from the office, A medical
certificate is requiroed for sick leave of more than
three days.

COMPENSATORY (C) leave is given in licu of payment

for overtime worked, No credit can be given ceither

in payment or compcnsatory time off for overtime

work in oxcess of the 40 hours a week, unless approval
is obtained prior to the actual working of overtime.

Requests for authorization to work overtime must
be submitted by the Administrative Office where
urgent and heavy demands requirc the expenditure
of considerable overtime in order to meet decad-
lines, Thesc requests will be based on justifi-
cation furnished by the Branch Chiefs who should
also submit tho names of the persons involved, the
dates on which the overtime will be performed and
an cstimate of the total hours of overtime to be
workeds It 1s desired that requests for overtime
be submitted as far in advancc as possible,

In view of budgotory limitations, paid overtime

can not in all cascs bc approved, but the Departe-
ment may allow compensatory time provided authori-
zation is obtaincd prior to the performance of such
overtimees The personncl involved will be notificd
when authorization for overtime has been granted

and they should submit a rccord of the overtime
worked undor such authorization to the Administrative
Officer. Crodit for compensatory time cannot cxceced
the amount of overtimo requested and authorized,

Employces who have compensatory time to their ercdit
by recason of having worked authorized overtime,
shall indicatc to their Branch Leave Clerk when
they desire leave taken to be charged against this
credite Where such credit eoxists it should always
be uscd prior to annual lcavao,

It is tho policy of the Depertment not to authorize
overtime for cmployces above the G3-9 level,
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613,4 MILITARY LFAVE (ML). Employccs of the Deopartment
who are membors of the roscrve components of the
armed forecs and who are ordcrod to duty by the
proper military authority for courscs of instruce
tion may be granted military lcave with pay and
without loss of time for a period not to cxcoced
15 days in any onc calendar ycar, Employccs taking
this type of lcave must clear with the Administrative
Officer and submit a copy of their military orders.

613.5 LEAVE WITHOUT PAY (IWOP) is authorized abscnce
from duty without pay, granted at the request of
the cmploycc when justification warrants.

613,6 ABSENCE WITHOUT LEAVE (AWOL) is an abscnce from
duty which has not been granted or approved.

613,7 SUSPENSION (S) means a disciplinary action rcsulting
in loss of time if suspension covers a workday and
always in loss of pay.

613,8 COURT LEAVE (CL) mecans leave for attending court
as a witncss on bechalf of the United States or the
Government of the District of Columbia, or for jury
duty in any State court, court of the Unitcd States,
or District of Columbia court, Only pormanent
cmployces may be granted court leave.

614,0 Genoral Procedurcs

614.1 Rccords of the amount of leave accrucd to cach
cmployce arc maintained in the Administrative Office,
In view of the frequent requests for this information
which do not appear nccessary, employccs once given
their leave balances will not have another request
honorcd within any onc six~month pcriod.

6142 ILeave regulations and proccdurc requircments apply
to all employeccs rogardless of grade or classification.

614.3 It is the rcsponsibility of the supervisor to guard
against abuscs of the leave regulations. Any indie
cation of abuse should bc discusscd with the employeo
at the first opprortunity. Continuous or flagrant
abuscs should be brought to thc attontion of the
Adminigtrative Officer.

614,4 Ixceptional problems which may arisc in conncetion
-with leave such as advance of sick leave, maternity
leave, court leave, lcave without pay, military
leave, should be reforred to the Administrative
Officer,
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o Only in the most urgent situetion will anmwal
o/ : leave be approved to the cxtent that an employce
"~ does not have at least 3 days of annmual lcave

remaining, The purpose of this is to have
avallable loave to cover cascs’of unforcescen
omcrgencies. Only in cascs of death or scrious
illncss in the immediate family or scrious illness
of the employee will leave without pay rcquusts
be considercds

614.5 The attendance rocord of an employee is an important
considcration in the proparation of efficiency ratings
since all rating elements considered pertinent to
any position arc dependent upon the employee being
available to porform his dutics.

6146 The Branch Leave Clerk MIST indicate the type of
leave to be charged, c.ge AL ~ SL « ILWOP, ctc,
Loave charges must be shown in hours, The minimum
charge is 1 hour, Lecave in lesscr amounts will be
charged as 1 hours. Two abscnces of one=half hour
or morc cach on the same day, but not on separate
days, may bc combined to total the minimum charge
of 1 hour,

614.7 Upon rcturn to duty from any type of lecave employces
(- should irmecdiately report to the Leave Clerk and
verify the amount and kind of lcave charged on
the lcave record.

620,0 _ADMINISTRATION - RULDS GOVERNING WORKINC HABITS

It is cssontial for the staff to adhcre faithfully to the rules
govorning working habits and officc conduct,

621,0 Office Hours

Our wage level is based upon a working day of 8 3/4 hours
of which 45 minutes is allowed for lunch., It is absolutely
cssential that overyone put in a full day from 8:45 a.ni.

to 5:30 peie Time lost duc to tardiness or a lunch hour
longer than 45 minutcs should be made up aftor 5:30 pehie

or charged to ammual leave. It is the rosponsibility of
the Branch Chicf to enforce this rulc,

622,0 Refroshment periods

Coffee periods or other refreshment periods should be
limited to onc fiftcen-minutce stroteh per day. Onc way

to conforir 18 to havo one person obtain the refreshments .for
& groups. '

v
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623,0 Use of telephones

Personal calls on office phones should be held to a
rinimmm, The phones are essential to our work and
should be kept clear at all times, If long personal
calls must be made during office hours, they should
be made from a public telephone.

624,0 Occupancy of room

Security regulations require that every room containing
classified mater .al be occuplcd at all times during
office hoursg, All absences .rom the rooms must be ar=
ranged in such a manner that the phones are always
covered and that the sccurity requirements are fully met,

625,0 Salary checks are distributed on alternate Thursdays be-

tween 11 AM, and 12 noon, Any questions concernin%
checks should be taken up with the Administrative Office
on the day following paygay.

626,0 Purpose

These rules are not intended to establish strict rules
of conduct. Quite the contrary, they are the mininmum
requirements during office hours to permit the most
pleasant working conditions possible in keeping with
job requirements and rersonal relationships. It is

sach person's resgonsibility to adhere to these rules.
If they are abused, it will be necessary, in fairness
to all, to impose rigid rcgulations,

630,0 ADMINISTRATION w 'SUPPLIES™ AND. EQUIPMENT:.
631,0 Supply room

631,1 The door will be kept locked except between 9:30
and 10 AJM, daily when supplies arc issued.

_ 631,2 Each Branch Chicf will appoint one clerk responsi=
ble for obtaining cipplies for all personnel in the
branch,

631,3 Persomnel in nced of sipplies request same through
their Branch Supply Cli:rk and only the authorized
supply clerk will be admitted to the Supply Rocms

631. Emergency requests for access to the supply room
are to be submitted to the Administrative Officor.

631.5 Temporary shortages of supplies can be alleviated
by borrowing from other persons or branches.
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632.0 Hectograph Machine
63241 The hectograph machine is located in room 313,

632,2 Only thosc people familiar with the operation Qf the
hectograph machine should attempt to usc it.
411 roubers who aro not carcfully versed in tho ~
operation of the hoetogreph machine nay inquire of-
the FSU for assistancc.

-

632,3 Instructions have heen placed on the wall to the
- right of thce machine, Strict attention should be
applicd to them, Personncl using thc hoctograph
machine should return any umused cerds or other
matorial to the stock from which it was obtaino@
and remove all waste material, leaving the machine
and the machine room in good condition,

633,0 Surplus Moterial and/or Equipment

623.1 Any wooden file cabinets, card file boxes, type~
writers or other material or equipment which may
become surplus to your operations, must be retained
in its present location until arrangements for

gij disposal thereof can be completed, Reports in
writing, listing such items and their exact
location, should be submitted to the Administrative
Office. Under no circumstances ghall material of
this nature be set out in the corridors or any
vacant room pending its disposal or given to any
other individual either in or out of the Division,
This is essential in order that the Division's
inventory records may be properly maintained.

633.2 Any items such as cardboard card files, index
guides, etc, which are in such condition as to
be unusable may be disposed of in the trash,

634,0 Incorrect use of letterhead paper

Officlal Department of State letterhead paper should not

be used for initial drafts of reports or other informal

purposes,

640,0  ADMINISTRATION - REFOI FORS

- 6414,0 Instructions on Special Activities Report DS=702 applicable
within BI,

Q%?f/ This form is to be uscd to record the majority of BIts
service activities including such services as answering
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drafting special instructions, indoctrinating Foreign
Service Officers and clerks into BI procedures and needs,
ete, It is a record both of services performed and of re-
quests or services rejected, even of the most exploratory
or informal type, which are rojected becausc of the lack
of time or personnel,

It does not apply4to services chargeable to FROJECTS. Do
not record on this form time spent on intra~-divisional
services,

A separate copy is to be uscd for each request, or for
any other activity of a service nature recorded. One
copy is sufficient except in the case of congressional .
requests when three cxtra copies must be submitted to the
FsU,

These forms arc to be turned in at the end of the day on
which the activity being rccorded is completed, The
Branch Chicf is responsible for sceing that they are
collected at the end of each working day for submission
the following morning to the Division Office. They
should be deposited in the Divigion ffice in a box
marked SPRCIAL ACTIVITIES FORMS which is to be found

on top of the Mail Distribution Boxe

Listed bolow are tho definitions of the items on the forms
UNCLASSIFIED RESTRICTIR CONFIDENTIAL SECRET T0P SECRET

Each form must bear an indication of thec classification.
which -should be showm by circling the appropriate classifi=-
cation at both the top and bottom of the form, The classi-
fication is that of the information recorded on the form
and not of the subjcct mattor dealt with and wi]l thercfore
usually bear a low classification: c.ge A telephone
request for a biographic report may result in a Restricted
classifigation of the form oven though the biographie report
requested will be classified Secret, Obviously, no form
involving a telephone reply can be classified higher than

Reosgtricted,
DATE STARTED: Self-explanatory
DATE COMPLETED: Self—explanatofy. Even if the activity
is completed on the same day that it
is started it should be so indicated,
NAME OF CONTACT: Sclf=cxplanatory

ADDRESS OF CONTACT; The address of Contact is not, for
cxample, CIA, The address in 2430
E, St., W, Incidentally, the
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address 1s necded only if it appears
that a reply is needed and the analyst
for his or her own convenience requires
the address,

OFFICE, AGENCY, COMMITTEE, INSTITUT ION; Self=cxplanatory,
The organization, office, or Division
within State, i,0, SY is pertinent,

SUBJECT DEALT WITH: Same as "Information Requested About",
Insofar as the form serves as a record
of requests, the names of the individuals
on whom information is desired should
be entored here, When the form is
uscd as a record of another activity
such as a meceting or the drafting of
en instructlon, the main subjcet
~matter should be recorded in this

spacc, _
CHECK ONB: Political, Eggggm;g;mgociqggg;gg;,

Other - It is rccognized that this
indication rmist sometimes be a vory
rough approximation, :

TYPE OF ACTIVITY: Only ONE of the verious activitics
may be checked, It is recognized
that in the completion of an activity
scveral steps may be involved, In
such cascs the predominant subjcet
dealt with or the basic purpose of
the activity should dotormine which
item is chocked: c¢,.g. A request for
a report which involves research into
files, intervicws, and drafting of
instruetions, should be onterecd under
item 9 BIOGRAPHIC INFORVATION SUPPLIED
sinco the rescarch, mectings, and
instructions, are all incidental to
the main objeective of the activity
which is to ansver a request with a
report,

Definition of the itoms as applicd to BI:

1. INFORMAT INTELLIGENCE; Providing information orally whether sclf-
initiatcd or in answor to an oral op written rcequest,

2+ CONTRIBUTION TO NON~R PAPKR: Generally not applicable to BI
exeopt in thosc instances (usually CIA) where BI assists other arcas
of the Dopartment or othor ageneics in drafting papers or portion

of . papers,
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3, IIVALUATION OF CIA PAPER: Occasionally applicable to BI; applying
to drafts of formal projects such as Situation Roports.

L. EVALUATION OF RAW INTELLIGENCE: Concerns such activities as
evaluating CIA recports and specific biographic data reports and
despatchess _

5, DISCUSSION OF PROPOSED INTELLIGENCE REPORT3 Concorns exploratory
and preliminary talks relating to the possible preparation of an intel-
ligence study. If those talks result in the undertaking of a formal
projeet a Work Jacket should be initiatcd and the special activity
form attached to the Work Jacket as a furthor record of time spent

on the project,

6, RUFERENCE INFORMATION SUPPLIED: Time spent in providing other
than strictly biographic information such as trauslating, citing
rofercnce sourcces, ctGe

7, REFERENCE DOCUMENT SUPPLIED: Time spent providing information
in documentary form usually as a spceial gorvice, such as scnding
a WHO'S WHO to a requestcr, etc.

8, BIOGRAPHIC FILE SUPPLIED# Concerns either the forwarding to
the requester of a biographie file or moking it avoeilable to a
person vislting BI,

9., BIOGRAPHIC INFORMATION SUPPLIED: Concerns providing information
in writton form whether solf-initiated or in answer to a request,
(as opposced to item 1 which covers oral replics) «

10, MEETINGS; Attendance at mectings, committeos, the purpose of
which is both to obtain and providc biographic information; CeZe
informal BI mectings whore Forcign Scrvicoe officers arc bricfed and
bricf us. (as opposed to time spent in formal ncctings such o8
thosc in the office of the Dircctor of OLI where data is obtained
but not given, Such time should be recorded under Procurcnent in
the Time Report) s

11, OFFICIAL LECTURE GIVEN: Concorns formal and official lecturcs
and hence generally not applicable to Bl.

12, SPECIAL INSTRUCTIONS DRAFTED: Concorns timc spent in drafting
instructions in thosc eases where the preparation of an instruction

is the predominant activity: c.ge Time spent in drafting an instruc~
tion evaluating and reviowing the blographic work of a micsion. This
activity should not be confuscd with UPROCURBMENT " on the Individual
Time Use Roport which concerns time spent in drafting instructions
involving the procurcnent of biographic infornations

13, OTHIR: To be uscd when above items do not applye If this itom
is checked, sonc cxplanation of tho activity should be inscrted in
the space following M"othor',

W o mon
-
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, 1/-18, These spaccs may not be used unless BI obtains prior
o authorization to have onc of the lines reserved for it to rccord an
activity which is sufficicntly common to roquirc a specific categorye

DESCRIPTION OF SERVICE REQUESTID: This space may be used to identify
furthor or claboratc on the bricf identification of the request
olready contered in the spacce SUBJECT DEALT WITH,

§O,OF INDIVIDUALS TO B: REPORTED ON (BI ONLY): Enter herce the number
of individuals on whom information is rcquested. If the activity is
sclf-initisted enter the mumber of individuels involved in the services
performoed . . '

SERVICE PERFORMED: Should be checked in cvery cdsc when a request
is gecepted regardless of whother or not information is provided.

REQUEST REJECTED: 'Should be chqcked only in thosc cascs when the
requost is rojceted as opposed to not belng f£illed becausc of lack of
information which still constitutes a scrvice performeds

COMMENTS: This spacc is provided to include such items as an
explanation of a scrvice performed which differcd from that requested,
of the reasons for rojccting a roquest, or of reasons why no infors
nation was provided even though the request was accepteds

VO OF INDIVIDUALS REPORTID ON (BI ONLY): Enter herc the number of
individuals on whom information was furnished. '

BY REQUEST AND SELF-INITIATED: Check as appropriate to indicate
whether the service porformed was the rosult of a dircet request
from outside BI or of sclf-initiation,

INTRA-DEPT, and INTER-DEPT: Chcck as appropriatc.

MANWHIOURS INVOLVED: The majority of requests and replies thercto
will involve little time by other analysts or other clerks so that
in tho majority of cascs "Your Time! will cqual "Total Timc", In
cascs whore considerable profcssional or clerical assistance is
obtained, i.c., over 30 mimutes, it should be recordod.

NAME AND GRADE refer to omployce £illing out the form and are sclfw-
oxplonatory s cege GS=3, GS=7, G5-9, cte,

DIVISION, BRANCH, and TEL. EXT,: Refeor to author of the form.

IN FILLING OUT SPRCIAL ACTIVITIES REFORT tenths of hours shdéuld
be recorded as follows:

0.1 = 6 minutcs
@2 = 12 nmimutes
0«3 = 18 minutcs
. Q¢4 = 24 minutes
g&é 065 &= 30 ndnutos
046 = 36 nimutes
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5 Any rcquest which concerns more than one Branch should be handled
-/ . on gone Special Aetivity Form which shall scrve as the only record

of that request., FOR EXAMPLE; A rocquest fron OLI for the names of
Chiofs of Statc of France, Italy, Austria and Poland will bo entored
on onc Specinl Activity Form by the Chief of FSU who coordinates

such roquemts, and NO OTHER RECORD should be made by any other person
contributing to the requoest oxcept on his Tine Use Report, This

applies to oral and written requests resulting in oral or written
replics,

64141 Spocial Activitics Report Form - Sarple

For o samplc of the Speeial Activitics Report Fomm sec
following pagce
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FORM 0$=702
L 79-48

"

DEPARTMENT OF STATE

SPECIAL ACTIVITIES REPORT

DATE STARTED

DATE COMPLETED

ing in a formal, written intelligence project.

INSTRUCTION-Prepare in single copy; will be used to record each actiuvity of a service nature KOP result-

NAME OF CONTACT

F ADDRESS OF CONTACT

OFFICE, AGENCY, COMMITTEE, INSTITUTION

TELEPHONE NUMBER

SUBJECT DEALT W[ TH:

(check one)

POLITICAL

ECONOMIC

SOCIOLOGICAL

OTHER {Specify)

TYPE OF ACTIVITY (Check One)

1. INFORMAL INTELLIGENCE 10, MEETINGS

2. CONTRIBUTION TO NON-R PAPER 11. OFFICIAL LECTURE GIVEN

3. EVALUATION OF ClA PAPER 12, SPECIAL INSTRUCTIONS DRAFTED
Y. EVALUATION OF RAW INTELLIGENCE 13. OTHER

5. DISCUSSION OF PROPOSED INTELL)GENCE REPORT 14,

6. REFERENCE INFORMATION SUPPL!ED 15,

7. REFERENCE DOCUMENT SUPPLIED 16.

8. BIOGRAPHIC FILE SUPPLIED 17.

© BIOGRAPHIC INFORMATION SUPPLIED 18,

HwRIPTION OF SERVICE REQUESTED:

INO. OF INDIVIDUALS TO BE REPORTED ON(BI Only)-

CHECK ONE
LJ SERVICE PERFORMED [ REQUEST REJECTED

If service performed differs from service request-
ed, or if request is rejected, give explanation
under Comments item below.

COMMENTS:
NO. OF INDIVIDUALS REPORTED ON(BI Only)—
CHECK ONE
chec ) (cHECK ONE) MANHOURS INVOLVED
BY REQUEST INTRA~DEPT=~
SELF INITIATED INTER=DEPT. In tenths of hours (including dlanning &
NAME GRADE preparation of materials)
YOUR TiME
OTHER PROFESSIONAL
DIVISION BRANCH TEL. EXT. OTHER CLERICAL
f i TO0TAL TINE

wtTh the activity.

YOgi-Use reverse side for working notes or for any useful record of contacts and progress in connection
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642.,0 Instructions for use of forms DS-766 == Individual : Time Use
Report within the Division of Biographic Information.

This form is to be completed by each employee, They may be
filled out in pencil, Daily entries will be made by each
employee for the appropriate categories in the horizontal line
for the applicable calendar day. Time is to be recorded in
tenths of hours, At the end of the month each employee will
compile his owm monthly totals (which shall be to the exact
tenth of an hour) and forward the Report to the Branch Chief,
who is regponsible for submitting all reports of his Branch to
the Administrative Office on the first working day of the new
month, These figures have to be totalled for the Division as
a whole and are important since they reflect the work of the
Division, ©Please, therefore, hake your report neat, legible
and accurate.

Definitions of items on the form as applicable to BI, follow:
The top left portion of the form is self-explanatory.

Column (a) - NOLOF. NI NAMES ADDED TO FILES (BI): Insert mew
names added to BI files whether by preparing dossiers or cards

for files, It is reccognized that therc will be no entry for many
days of the month and on other days a large number will be entered,
reflecting individual filing procedurcs,

Colurm (b) ~ PROJECTS: A number of vertical blank spaces are
provided,in cach of which will be identified by number those
vritten projects worked on cach day by the employce, Any work,
whother professional or clerical in nature, attributable to a
project should be recorded herc and not in any other column, The
time spent on all written projects will be totaled by the employec
cach day and insorted in the column TOTAL PROJECT HOURS, The
project numbers will be obtained from the appropriate Project
Supervisor who shall be responsible for informing all professional
and clerical persomnel of the appropriate project number, One of
the vertical blanks under Column (b) should be rescrved for the
recording of time spent on NIS, which symbol should be entored in
the vertical blank, All professional and clerical time spent by
anyone in BT on any phasc of NIS work including administration,
consultation, review of files, procurcmont, drafting of reports,
typing rceports or memoranda, should be entored horc., It should

be emphasized that this applies to all poersonnel and is not
restricted to thosecomployed on NIS funds,

Column (c) - BASIC RESUARCH: Most of the analysts' normal activitics
will fall in this column, the sub-divisiorsof which arc defined as
follows:

PLAFNING: Includes devising categorics of subjcct coverage,

determining gaps in information available, and considering
" probloms some of which may result in initiation of BI projects,
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PROCUREISNT: Includes the time spent within the Department
or in Washington (1) in drafting instructions to the ficld
which involve the procurcment of biographic information as
opposcd to thosc submitting biographic information; (2) in
obtaining source matcrials; or (3) in attendance at mectings,
lecturcs, ctc. such as those in the Office of the Dircctor
of OLI or at CIA, the primary purposc of which is to obtain
background or biographic information (as opposcd to informal
BI meotings to cxchange information which should be entercd
wndor item 710, MERTINGS, on the Special Activitics form).

STUDY: Includes time spent on roading and cvaluating the
daily flow of documents, telegrams, books, and other matcrial,
plus such other work as is roguired to keep informed currently
on the spherc of rosponsibility of the Dopartment's activitics
assigned to cmploycc. In other words, timc spent in roviewling
source materials up to the point wherc they arc rcady for

typing. :

FILING: Includes the actual time spent in processing, il.ce
carding information, preparing clip shects, as well as time
gpent in f£iling cards or ¢lip sheets into now or old
biographic foldors.

A1 sub-divisions of Colum (c) apply to time spont by analysts
and not clorks., However, if a clerk cngoges in tho roview of
documents (STUDY) the clerk may cnter that timo in Column (c).
This is in contrast to timc spent by a clerk in processing
(FILING) which should be cntered in Colum (g) (FILING)

Column (d) SPECIAL ACTIVITINS: Time spent on "special activitics!
as obtained from the total time rcecorded on the dayls Special
Activitics Roports for the cmploycc, If the author of the Time Usc
Report is not also the author of a SPRCIAL ACTIVITIES FORM in which
he participates, the time entored for hin in the SPRCIAL ACTIVITIES
FORI{ undor "OTHER PROFESSIONALY should be included in his own time
report under Colurm (d).

Column (e) PROJECT COFTROL: Time spent, at any level, on main-
tenance or analysis of control roccords of specific BI projects. It
is anticipoted that Coluan (e) will ordinarily be f£illed out only
by Branch Chicfs and FSU.

Colum (f) DECLASSIFICATION: Time spent, at any level, on ro=
valuation, rovicw, ond clerical operations involved in considering
and chenging sccurity classifications of proviously-issued BI pro=
jectse This Division rarcly cngagos in this occtivity.

Columm (g) CLERICAL: Wil) be filled out by clerieeal personnel only
excopt in thosc coscs where analysts engage in sctual typing of the
final drafts of memos, roports, or of stoneils not rclated to a
Project; such time will be cntered under TYPING-STENO,
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The categories under clerical are dofined as follows:

TYPING-STENO: All typing other thon material for file,
including all momorande, reports, etce, not related to
a Project or Speclal Activity.

FILING: All filing of cords, dossiers, c¢lip sheets, ctc.

[ ey

Meso includes genceral office filing.

GENERAL: Time spent on those gencral clerical duties not

speeifically chargeablo azoinst the other specific categorics,
such os Projects, Spoeial Activitics.

Colummn (n) ADMINISTRATION: The subhcaedings of "PERSONNEL" and
WCUDGET" arc sclf-cxplanatory.

GENERAL: broadly includes time spent on overall administrative
activity in any organizational unit, It rcfers particularly
to those activities of a supervisory naturc performed by
Branch Chicfs as well as timc spent in Divisional mectingse
Included herc arc only those activitics not already coverced

in the other "Administration" subheadings,

SECURITY: Time spent, at any level, maintaining physical
sceurity and kceping sceurity-required lozs of classified
matorial,

Colurm (i) LEAVE: Includes sick, annual, compensatory, snd
official leave such as that granted for attending mectings and
ddlivering specches. This is required in order to gut an actua
relationship of time on the job and time away fron it. .

Colwm (j) DAILY HOUR TOTALS: The total of hours for cach working
day. Actual totals for a working day nmay be over the minimum of
eight hours beeause of overtime, Overtine on non-working days
should also be rocorded, according to category of activity on the
calendar day worked and totals carried over to this colwmmn.

642,1 Individual Tinc Use Report - Sample.

For o sample of tho Individual Tinc Uso Report seco
following pagcs
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% FORM DS .
; 12-29-48 DEPARTMENT OF STATE

| . INDIVIDUAL TIME USE REPORT

; %RUC’TIO}J—PMWM in single copy; each employee will fill in daily; completed report, including monthly
totals, due on first working day of following month.
NAME (Last) (First) ) ) [ ey | 1t | tq) | {h) (1 ()

BASIC ADMI NI S—
RESEARCH CLER1CAL TRATION

DIVISION BRANCH TEL. EXT.

GRADE MONTH YEAR

(a) (b)
PROJECTS (Series & number)

PROCUREMENT
PROJECT CONTROL

STUDY
PERSONNEL

EXTERNAL ACTIVITIES
LEAVE

DAILY HOUR TOTALS

DECLASSIFICATION
TYPING—~STENO.

NO. OF NEW NAMES ADDED
PLANNING
FILING
FILING
GENERAL
BUDGET
GENERAL
SECURITY

TO FILES (BI)
T0TAL PROJECT EOURS
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